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Academic Honesty .* ' ' ^ ' / * . 

The Academic Honesty Commit'tee sets forth the objectives 
and ^procedures in its policy stat^ement as follows: 

OBJECTIVES 

1. To communicate to all members of the University community 
the conviction of the Un ivers i ty *and its faculty that 
cheating and plagiarism are destruct ive to the central ' 
purposes of the Un ivers i ty- and are univef'^ally disapproved. 

2. To. state procedures for accomplishing the above objective 
'.by^students, faculty, academic deans, and the University . 

Academic Honesty Commi ttee. 

PROCEDURES- ^ ' . * 

1. Both students and fatuity should initiate discussions which 
will lead to the elevation of University mores on cheating 
and plagiar i$m. • . 

2.. Each faculty member shoul^^ include in his/her introduction 
a course: * - 

(a) A statement of h\s/^&r definitions and policies with 
regard' to cheating ^and plagiarism, ' 

(b) Statements about ^examinations within the specific 
course, e.g. frequency, kinds^ importance, and 

(c) The statement that every^ instance of dishonesty as 
defined^^in (a) will Be reportec^ as described elsewhere 

' . . in this pol icy. . 

3. Insofar as possible, temptations to potential violators 
. should be removed. Specific suggestions include: 

(a) Only new tests should be used; samples of course 
tests may be' filed in, the University Library. The 
Library w-rll receive, -fi le, .and make available to , 
students through the CI osed , Reserve System all tests 
forwarded b^ the teaching ^facul ty but will not 

^ actively procure or , permanently- reta in such tests 

(unless otherwise requested by a teaching department, 
the normal retention period will not exceed five 
- years) . ' . 

(b) When test items, a,re similar to those uSed in the past, 
strict security should be observed so that copies 

of ^uch item^ are not taken from the test area. 

(g^) Testing of large groups should be held 'in places other 
than rooms with high density seajiing. - * ^ 
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(d) There should be pVovision of sufficient proctors for the 
group being tested. Assistance should be provid'ed by 
.'instructors, and, where necessary,, by student assistants. 

Faculty membep-s should exemplify the. highest levels of academic 
honesty at all times. . ^ • 

C%ses of academic 'dishonesty shall be reported to the Dean of the 
College in which the student is enrolled, to the Dean of the College 
In. which the course is taught and to the Coordinator of Student Ser* 
vices ei^ther by the instructor or by a student in the class wherB the 
incident occurs. A memorandum stating the nature of the report and the 
disposition of' the case shall be seat to the Academic Honesty Committee 
and to rhe Coordinator of Studeat Services by the s tudent ' s dean , The 
^student shall be informed in writing of the charges made and of his 
rights of due process in all hearings, related to the' matter. 

Penalties for offenses "^re defined as follows-: 



Expu 1 s i on 

♦ ^ 

Dismissal for a stated 
peri od of ^ t ime 



Suspensidn fpr a stated 
period of time 



Suspended Penalty, 



D i smi ssa 1. v^i th 
readmi ss i on . 



no pr9v i s i on for 



Fai lure i n course 



Failure in part of a 

cou rs-e (tes t .paper, 'etc.) 

Warn i ng . 



After the time has elapsed the 
student may apply for readmission 
on the same basis as any student 
entering from another school,- 

May not register again until stated 
period of time has "elapsed. The 
studesit is^subjeft to all f'egulations 
deal ing with his status at t\yQ time 
"of, suspension, e,g., academic warning. 

Where any of the three above stated 
have been totally or partially sus- 
pended, a student who subsequently- y 
violates the Academic Honesty Policy 
is subject not only to the penalty 
prescnbed for that subsequent offense 
but also to the suspended por.tion of 
the previously-imposed penalty. 

The s^tudent should be withdrawn from 
the course an^ a grade of WF assigned. 

In acco/;danc^ with practices of fns true- 
tor. 

Assigned by academic dean. Facts are 
reoprde^ in student ' s record, v 



Each pena 1 ty* sha 1 1 be considered to 
t+ian the punishments listed- below it 
'least as long as suspension time.) 



be a punishment of greater degree 
(assuming dismissal time is -at 
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7. Penalties for first offenses 
•the l^ol lowing table: 



shall be in accordance with 



Offenses 



Mi n imum 
Pena 1 ty 



'Maximum 
Pena 1 ty' 



, Original 
Jur i sd i ction 



<sj Cheating or 
plagiari sm in 
tests or ot.her 
ass ignmen ts In 
a course- 

Stea 1 ing , dupl i - 
eating,- or 
se 1 ] i ng exami na- 
tions or examina- 
tion books 

Siribs t i tut i on in 
class for a 
s ign i f ican t 
period wi thou t 
penvii ss i on* 



Subs t i tu t i on 
an 



I n* 

exami nat i on 



•Other cheat i ng 



Fa \ 1 u re on 
test or 
assignment 



Suspens ion 
for two 
quarters-- 



Warn i ng (for 
substi tute) 
Fai 1 ure in 
course (for 
enrol lee) 

Suspens ion ♦ 
for two 
quarters-" 

Warn i ng 



•Fa i 1 ure in 
course • 



Di smi ssa 1 
for three 
years-- and 
i ns ti tut i on 
of civil 
pr,oceed i ngs 

Suspens i on 
for one 
year 



Di smi ssa 1 
for one 
year-- 

Suspens ion 
for two 
quarters-- 



Ins true tor 
in course 



Student ' s 
academi c 
dean 



Studen t ' s 
academi c 
dean 



C Student ' s 
academic , 
'dean 

Studen t ' s 
academi G 
dean 



-Purchase of research papers or employment of a* person or 
agency to prepare .such papers is considered by 'the Academic 
Honesty Committee to be equivalent to plagiarism. 

>^i^All or part of pena-lty may be suspended. 



For second offenses , the majdmum penalty may be increased to 
a longer period of suspension or dismissal, or to a greater '/ 
degree of punishment. 

One year . i s defined as four consecutive quarters. 

8. In any, case in whjch the penalty for the alleged offense is 
suspen s t on ^or expulsion, the academic dean having original 
^jurisdiction shall be required before making, a decision to 
inform the Coordinator of Student Services that the student 
has been charged with the offense. The Coordinator of 
Student Services shall ^supply the academic dean having 
jurisdiction with any relevant information and may make 
a recommendation as to the disposition of the case. 
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The penalty is to be determi ned by the academic dean 
having original Jurisdiction. The'^penalty shall begin, 
immediately upon the notification of the student in writing ^ 
of its assessment unless appealed. if appealed, the assess- 
•ment is to be withheld until completion of the appeal^ process. 
If the original decisicfn is uphe'lti, t\ie perj.alty will 
effective as of the original^ date of notification. * If, 
'during the period of the hearing or the "appeal, a quarter or 
term *ends, grades'and credits of thfe' student shall be with-* 
. held pending final resolution of the case. ^ ' , 

*• « * 

9. the University Academic Honesty Committee 6ha.l 1 have appellate 
jurisdiction in cases of academic dishoqesty and shall e^t^b- 
lish its own procedural rules. The academic dean assessing a 
penalty shall inform the s*tudent in writing of his/her right to 
ap'peal dS described below, and that isuch appeal must^be made 
' " v/ithin ten*days of the date on which the student receives notice 
of the penalty. An appeal may be bVsied on new evidencJfe or on . 
procedural errors in the proceed ings^l ead ing to the ^assessment 
of^the penalty. Appeals^are to be sent Jby the st-udent in 
, written form to the Committee, with copies.v.to be fj\ed with the 
Dean of the College in which thq student is enrolled, and cRe 
Dean of the College in whic-h the course is tatight. . The~_ 

y Committee shall havfe authority to initiate review of any case, 
if it so desires, and shall have authority to conduct an in-- 
vestigation o.f a case de nova . The Academic Honesty Committee" 
shall have the power to suspend -a penalty in whole or in part 
and to Impose appropriate conditions as a corollary. This power 
may^ be exercised .either upon recommendat^!on of the dean who 
.imposed the penalty or in the course of- the review of a case by 

• . the Committee. Final appeal juri s.dict ion in Tny case 5;ests with 
the President of the University. 

10. This statenjcnt^ 6f policy shall be published whenever possible 
in all edit'ions of the Student and Faculty Handbooks. 

Academic Responsibilities and Rights 

Th-ere are several statements wh i dh establ i sh tKe- guidel ines of 
academic responsibilities and right^. The first of th^se appears 
in- Article 1 of the Faculty Charter and -states: 

" (1) Full- freedom for the expression of'differing opinions and the 
acceptance of the'spirit of criticism are essential to the 
atmosphere of a great university. 
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(2) Academic freedom. I s indispensable to the Unive^rsity. 

The freedom of the individual 'teacher-scholar, however, 
carries with it unmi stakaW^e acceptance of responsibilities 
with regard td the good^of the University and of society;.. 

The Urjiversity Policy on Faculty Appointment and Tenure as 
adopted by the Board of Trustees.-in May, 1968, and amended May, 
1971, is the second of these guidelines. 

• The third of these is the statement on Freedom of Political 
Expression adopted by the Facu 1 ty" Senate in January, 1965, and 
revised in March, 1969. The complete statement is available 
from the Senate office; the summary recommendations of the 
statement are as follows: 

(1) That there be reasonable regulation of the time, place, 
and manner of conducting political activity on the'campus; 
and * 

(2) That there be no university restriction on the conten^t of 
speech or advocacy. 

The fourth guideline was established in March, 1967 when 
tbe Board of Trustees adopted a general university policy on 
student disturbances. The entire st^atement is available in 
the President's Office, but its introduction reads as follows: 

A university commun i ty shou 1 d be a citadel of free 
expression, but the extent to which the principle 
of free expression grows as part of a university's 

* tradition depends upon the wisdom with which that 
^freedom is exercised. In an effort to cultivate 

maximum freedom and its judicious, use on the 
Bowling Green campus, the University is committed 
to as little regulation of student political and 
other group activity as is consistent with honorable, 
orderly personal conduct and the normal functioning 
of the institution. 

On May k, 1971 > the Faculty Senate adopted a statement 
forrtially reaffirming recognition of faculty responsibilities 
/including the following general statement: 

Generations -of teacher-scholars have recognized that 
■ membership in the academic profession carries • with it 
special responsibilities. The nature of the educational 
process,, and the circumstances necessary to the search 
for truth, and the use, extension, and transmi ss ion of 
knowledge, have. resul ted in various statements of the 
concept of academic freedom. Always, this demand for 
freedom has been accompanied by an awareness of a 
concomitant responsibility, which has been part of 
the conduct of reasonable, learned, and humane men 
f * and women .who practice the worthy and dignified 
profession of teacher-scholar*. 
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A copy of the full statement is availabje in the Senate Office. 
The Ohio Faculty Senate has prepared a statement of faculty 
rights ancj responsibilities, a mod if i.cat ion of which has been 
adopted by the Faculty Senate of Bowling Green State University. 
A copy of th i s .statement may be obtained from the Senate Office. 

A Revi sed Student Code has been approved by the Board Qf^ 
Trustees in May, 1970. A complete copy is available in the 
.Office of the Vice Provost for Student Affairs. 

^ Affirmative Action Policy (See Equal Employment Opportunity 
Pol icy) 

A thletic Recreational Facilities 

Athletic recreation faci 1 i t ies-~pool , handball courts, icev 
arena, golf course, tennis courts, etc. --are available to the 
faculty, staff, and members of their families on a priority 
basis. Physical education classes, intramurals, ahd scheduled 
team practices and play take precedence over non-student use. 
The HPE Department (372-2876) and the PER Department (372-2772) 
can provide, i nformat ion about the use of these facilities. 
Handball courts in the Stadium can be reserved* by calling 
372-2^01. Handball courts and facilities in the Menls Gym can * 
be reserved by calling 372-2070. The Ice Arena controls this 
facility and dan be utilized by calling 372-226^. University 
tennis courts may be reserved in season ,by calling 372-0302. ^ 
Faculty, staff and families may utilize recreational swim periods 
by calling 372-2673 "or details.. A 1 i mi ted' number of'^ermaneat 
lockers are avaiJa' for assignment in the Men's Gyfn'and . 
Stadium by arrang. .it with the ."cage" attendant in these locker 
rooms. Full-time staff and dependents may take one regular 
course in HPE act i v i t ies each quarter (gol f ,c;jwi mmi ng , ska t i ng , 
etc.) Mnder "fringe benefits" privileges^. ^The Human Performance 
Laboratory in RoomMJQ, Men's Gym, j s ^ava i lable for fitness 
evaluation of interested persons. Cal L. 372-2192 for an appoint- 
ment. •* , ^ ' ' 

Bonds 

,\ * 
*.Anyoge desiring a payroll deduction for U.S. Savings Bonds 
should complete the rfeces^sary authorizat iom ca rd at the University 
Payroll Office." 



Books,>l:ore 



The Univers^ity Bookstore, located'on the main floor in 
' the Student Services Builcjing, carries in additto^ to textbooks ^ ' 
other books and college Supplies such as paperbacks, hardcover 
new releases, greeting cards, and a varie1;^y of gift items. Special 
, order service for books is available. University park.iog is 
adjacent". 

The ID card of a facul ty- member presented to the cashier 
prior to. ranging of sa'le will avoid error by alerting the check- 
out operator that you arg el i g i b 1 e fpr a -1 0^ discount on all 
purchases of. $1.00 or more fov either castr:or charge. Charges 
are made on 1 y on a reg i ster 'ma rk6^ "charges" at the center of 
\^ r^e check-out area. / ^ ^ 

For convenience your spouse or dependents, with proper V 
icjent if ication such as their driver's license, may use your 
card to make a purchase. I de'nt i f i ca t i on is needed to cash 
first party checks. . ' • 

It is necessary to order textbooks well in a5l\</ance of a 
quarter through your department chairperson. By the second' 
meeting of your classes it would be wel 1 to check your students 
to (determine if all wanting books are supplied). Call the . , 
Bookstore (2-2851) immedi atel y i n case ^add i t iona 1 books are'' 
needed . / ^ * 

Publishers require thafa faculty member write for'his/her 
own desk copies on forms you may secure from the Bookstoi^e 
(pr with the help o^ your departmental secretary. Jn an 
emergency, the Bookstore will lend you a text on a' 30-day 
charge. - 
^ . . . . 

, Additional information is available in the brochure "About * 
the B.G.S.U.' Bookstore". • , ^ 

Broadca s t i ng Serv ices 

: Broadcasting Services at the University are provided by 

WBGU-TV, WBGl|-FM, and C1 osed-G i rcu i t Instructional Television. 

WBGU-TV j Broadcasting on UHF, Chaonel 57 with 750,000 
watts, WBGU-tV is a no.n-commerc i al , educational stat ion af f J 1 - ■ 
iated with the Public Broadcasting Serv'ice Network. It'^serves 
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the UnLyerslty qommunity; public and private schools and the 
public with programming in the areas of instruction, general 
education, and cultural and public affairs. 

In addition to a staff of full-time prof ess iona 1 broad- 
, casters, WBGU-TV employs a large number of University students 
who receive internship experience as part of their education \ 
in tel ev i s ion* program production and operat ions . 

I The studio is located on South Campus. The transmitter is 
near the town of Deshler.| 

WBGU-FM . The University's FM radio station broadcasts 
on 88.1 megahertz wi th 1350 wa.tts. Programming is primarily 
cdmprised of national and local news and public affairs and 
cl ass ica 1 mus ic . The station is an affiliate of the .,Na t iona 1 
Public Radio Network which provides special music cor»cert 
features and'a broad scope of actuality broadcasts on public 
issues fr-om such sources as U.S. Senate hearings, National 
Press Club 1 uncheons , - semi na r s , etc. 

WBGU-FM's transmitter and studio are located on the 4th 
floor *of South Hall. 

Closed-Ci rcuit instructional Tel-evis ion . CCTV is 
virtually a setond television station, providing a daily 
schedule of instructional programs requested by faculty for 
use by thefr students. Programs are carried on a dual campus- 
wide coaxial cable distribution system connecting all. 
academic build*ings, residence haj 1 s , sorority and fraternity 
houses-, and most nbn-acaderpic^bui Idings. Four ITV channels^ 
are available in academic buildings, one channel in residence 
halls and sorority and fraternity houses.* /' * ' ^ 

r -* i 

In addition to prov id i ng .program^ "fented from other 
source^, the Closed-Circuit Instructional Television Office 
works with faculty in producing instruct ion'al ^film and video- 
tape materials using ,the WBGU-TV studio and mobi leunit facilities. 

'■• ' . 

The [director of ITV is also responsible for televised continu- 
ing erfu'cation disseminated both by closed-circuit on the campus and 
by broadcast on WBGU-TV. 

the CCTV Office Is located in the Television Buildi-ng from 
whlci;i point ITV programs are distributed on the' campus cable 
system. , ' 



Campus and Civic Recreation 

— — » — 7- * 

All faculty, and Staff members receive notices oif coming 
attractions in the.cartipus Artist Series and the campgs Fil.m Series. 
Season tickets are available for . athletic events during the 
academic year; Recfital schedules are available from the Sqhool 
of Music, and notices will ,be sent to facuUy dnd staff regarding 
the locally-produced opera. BG§U operates a public^FM radio 
statipn, WBGU-fM, arvd "a publ i c te 1 evi s i on station, WBGU~TV, 
Channel 57- New faculty and, staff members* may wish to look over 
jr^formati9nal mater i a 1 s d i st r i buteji* by the loca 1 , CI;iamBer of Com- ' ^ 
m^rte. ^ ^ 

Career Planning and Placfejnent Services * * . ' ^ 



,The Office of^CaiHeler Planning and Placement is located in 
the Student Services Building. The*^f.ive professi'ona 1 staff,^ 
members prov^e individualized counseling to a-M students 
seeking career guidance agd information. They also coordinate 
job vacancy i nf orma t ion. ai^ employei; recruiting. Qualified 
candidates for a vacaj^iCjV are notified and employers are 
'foVwal^ded, a listing of those"- contacted. Students' records and 
their work-status are continually updated through fre.qjLient 
su rveys . *^ . \ \ 

Faculty and staff members are invited .to share ivn the 
counseling and »pl acement process through luncheons with 
employer' representatives, classroom presentations,' and depart- 
mental club programs. Assistance in locating qualified faculty 
and staff, through professional association contacts is pro- 
vided to academic and administrative departments. Statistical 
information on vacancies reported in the variogs fields and 
disc'ipljnes are processed, analyzed, and furnished to depart- 
ments. . 

The office is open'daijy from 8:00 a.m. to 5-00 p. m, ' ^ 
Mondays through Fridays. 

Class Admission Rosters 

On the first day of classes, you will receive a roster of 
students who have reg i stered f or each of your courses. Begin- 
ni-ng with the second day. of cl asses, each new student who 
appears -in your classes shoyld present an admission card, which 
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will certify to you that he has registered and paid his fees. 
On ,the Tuesday following the first day of classes, you will 
receive a cdrrected roster of students for each class. No drop 
cards will be sent to you for students who have dropped your 
course; their names will simpjy be omitted from the corrected 
roster. 

You wi^ll be required to mark any revisions needed for 
accuracy on the setond roster ment ioned ^abov^e, and a deadline 
will be stipulated for the return of the rosters to the Registrar. 
During the quarter, lists of students who have dropped or added 
your courses will be sent to you from the' Registrar. 

Because your corrections on the second, IBM roster are used 
by the Registrar in preparing our University's enrollment report 
to the Ohio Board of' Regents, it, is imperative that you return 
your corrections to the Registrar on the date specified. 



Class Attendance s 

The foTlowing statement was adopted by the Senate in its 
meeting of Apni 1 6, 1971' 

f The faculty believes that classroom activities are 
essential to learning and to the application of* 
knowledge. 

The student is* responsible for knowing and meeting 

course requirements, includ ing tests, assignments, and 
class participation, as indicated by the course \ \ 

instructor. The instructor has no obligation to give 
make-up examinations or to review other class work 
missed by a student as a result of '^unauthorized .absence. ^ 

A student may be authorized to be absent for 
reasons of University-sponsored activities, personal 
illness, death in the immediate family, and other 
genuine emergencies. Absences for iljness are 

authorized: (l) by the Student Medical Center when > 
a student is hospitalized in. the Center; qj' (2) by the 
Coord i nator ^f Student Services or CoMege Dean when the 
student presents a. cert i f i cate thatJie/she has been under- 
going rpedical treatment at home. Absences for University- 
sponsored activities are authorized bV the office of 
the appropriate dean; absences for other just causes 
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are authorized by the Coord inator of Student Services. Such 
authorizations are certified by the Registrar, and the student 
may obtain such cert i ficat ion to show instructors upon returning 
to class. 

An instructor may accept a student^s excuse for an 
unauthorized absence as a basis for making up major 
• tests and examinations. He/she must accept an absence 
certified by the Registrar as grounds for allowing 
a student to make up major tests and examinations. The 
"responsibility, however, for making up work missed during 
absences rests with the student. 



Classroom Envi ronment, Responsibi 1 i ty and Authority of Instructor 

V Effective May 17, 1966, the Academic Council approved the 
following statement, which has been endorsed by the President 
of the University: ' 

» ^" 

^ . . reaffirms the present practice which places 
- the' pr ijnary respbns i b i 1 i ty f or the classroom environment 
with the instructor. It is assumed that the adminis- 
tration will suppdrt this position providing that the 
instructor corlducts liimself /herself jn a professional - 
manner and in accordance with the Uni\^rsity poli/cies and 
regula-t ions. 

In this' context the use of recording devices in the 
classroom is t he, prerogat i ve of the i nst ructor , providing ' 
that the use of recording devices be consistent with the 
educational aims of the class and not be used for any 
other purpose except by permission of the instructor.'^ 



Computat ional Services ' 

The Office^of Computational Services is a service fac i li ty 
for faculty, administrative staff, and students^ It may be used 
for research, test-scoring; class demonstrations, etc. The 
pr imary ^ respons i b i 1 i ty for programming, keypunching of input 
cards, and operation of equ i pment -^rests with the user, though 
members of the staff are available for . consu 1 tat ion and assistance. 

- There is no charge for use of computer equipment for class 
Work or for unsponsored resear*ch. For research sponsored by 
outside agencies which allow bufeLget allotments for computer use, 
charges .are made In accordance with a schedule ava i 1 able from 
the Office of Computational Services. '' 9^' 
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'The majority of raw computing resource is purchas^^d by - 
Bowling Green. State-^ Un i vers i ty from the J. Preston Lev i s «Reg iona 1 
Computer Center. All terminals (interactive and batch) on the 
BGSU campus are owned or rented by Bowl irl/g Green and operated 
by Bowling Green State University Office 'of Computational 
Services staff. 

The Comput;er Advi sory ^ommi tteef a University standing 
committee, advises the Office of Computational Services on 
matters relating to pjplicy and operation. 

Counsel i ng Center " ' 

The Counseling Center, located in 320 Student Services 
Building, is staffed by persons whose training is in Counseling 
and Clinical Psychology. The staff's function is that of working 
with students seeking belp'fn handling personal, social, voca- 
tional and educational problems and helping such students find 
other^ sources df-aid where such are appropriate. In the latter 
sense, close communication is -maintained with other areas but not ^ 
in the sense of communication wi th other areas as to tJi,^-4-4ent i ty 
of students who seek help or the problems which tKey bring. 

In the area of vocational and educational choice, various 
tests may be used where appropriate, but actually a larg^^part of 
the work wi th s^tudents/ involves aid in the area of persona 1 ~soc i a 1 
adjustment where such tests often may not, be. of any great yajue. 
Any reporting of inforntatidn to others is not routine and would be 
at th^ request of the student. Counselling with any student in the 
Counseling Cen±er i basically'a confidential relationship under 
control of the stU' t. Brochures having to do with voqations and 
a tape ] ibrary 'descr ibi ng Bawling Green programs" and department ^ 
majors and minors are maintained^ in the Center. For additional 
information concerning services of the C^enter, contact^.Frank iC . 
Arnol d , D i rector 

' Credit Union (BGSU Employee's) .^ • 

A credit union operated by members of the Un i vers ] ty community 
is'available to a 1 1 ful H^time members of the faculty and staff. , 
The'credit unibn provides its members with an oppot;jtun i ty to save 
money through a shares account system and to obtain loans the. 
low interest rate of 1^ per month on the unpaid balance of the loan^, 
12?^) per year on the total note*. A payroll deduction plan'allows 
members to have shares or loan: payments automatically deducted from 
their regular checks. ^ ^ 
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In order to be a member, of the credit union with full Joan 
and share privileges, a minimum of one share, worth $5.00," is 
required. A service fee of $.25 is charged for each signature on 
the account. 

The credit' union office is located in Room 231-A Shatzel 
Hall J second floor, north wing, phone 372-2194., Office hours 
1:00-3:00 p.m., Monday through Friday, except regular University 
hoi i days . ] 



Developmental Educat ion 

The DevelopiTnenta^l Educat iorj^ Program (372-21 01 ) , located in 
the Library, is a service as wel 1^ as a research unit. Major 
services offered by the program include courses designed to 
provide alternatives to conventional teacher-centered instruction 
academi-c counsel ing and tutoring. Program, staff are also con- 
ducting research designed to ferret out the variables which 

affect student achievement and teaching effectiveness. 

-» 

The majority of students who take CQurs^es in the Develop- 
mental. Educat ion Program cQme to the University through the 
Student Development Program. S i nee thre cl asses a re' rel at i ve 1 y 
small, the students receive much more individual attention than 
they .normal ly would. Their academic ach i evement i s also closely 
monitored by both faculty and staff. Quest ions • concern i ng the 
program should be directed to Dr. John F. Newby, Program Director 

> t' ■ 

Employment (Extramural Gainful ) 

^ Full-time employees may not accept employment with any other 
educational ^institution without permission of the department 
^chairperson, deqn and Provost. The employee will advise his/her 
departmenj: chairperson and dean of any activities in which sard 
employee may engage which wi Tl or may result in rendering less 
than designated cont ract„ t i me to the University. 3 



Equal Employment Opportunity Policy Statement and Affirmative 
Action Program ' , 

Bowling Green State University affirms, through its Equal 
Efpployment Opportunity Policy Statement and Affirmative Action 
.Program, its commitment and dedicated efforts to provide equal 
employment opportunity as' prescr i bed by such laws as Federal 
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Executive Orders 112^6 as amended by 11375, the Equal Employment 
Opportunity Act of 1972, and the laws of the State of Ohio. 
Bowling Green State University will not discriminate against 
.any person because of race; religion, color, nat iona V or i g i n , 
sex, or age, and it wj 11 not knowingly cooperate with, support, 
or employ the services of other organizations which discriminate 
against persons on sych grounds. 

The Equal Employment Opportunity Policy Statement and - 
Affirmative Action Program-^is designe.d to estabMsh the action 
of Bowling Green State University, its Pnesident, Trustees, • 
Faculty, and Administrative Officers to provide equal employment 
opportunity to'all qualified persons wi thout regard to race, 
religion, color, national origin, sex, or age, and to take 
affirmative action in instances where such opportunity may be 
limited. Further, the policy establishes administrative pro- 
cedures for both a periodic review of employment practices,*, 
and for correct ion procedures in cases which do not Insure equal 
employment opportunities. 

You may direct any -remarks you may have concern l^ng 
discriminatory practices to: The Coord inator of Human Resources, 
231 Administration Building, Bowling Green- State Uni vers i ty. 

* -' - , »» ■ 

Faculty Appointment and Tenure ' 

Present University Rollcy on Faculty Appointment and Tenur-e , 
was adopted by the Board of Trustees November 28, 1953, amended 
in January 196^, January 1965, May 1968, and May 1971. Each 
faculty member should have a .copy of the appointment and tenure, 
statement. Additional copies are available upon request from the 
Office of the .provost. 



Fee Waivers . . V 

BGSU has three policies regarding fee waivers: (l) for 
full-time employees themselves, (2) for dependents of full-time 
faculty and ,non-academi c employees, and (3) for full-tjm^ 
employees attending classes at the University of Toledo. 

The fol lowi ng ^f ee waiver policies were adopted by fhe Board 
of Trustees on March 18, 1972: 

POLICIES FOR PAYMENT OF FEES AS A FRINGE BENEFIT FOR 

AN EMPLOYEE OF BOWLING GREEN STATE UNIVERSITY AND/OR ' : 

HIS OR HER COHABITANT SPOUSE, CHILD AND CHILDREN 

..... 20 \ ■ 



. The policy governing these staff benefits shall be as follows: 
EMPLOYEE . ^ ■ ' • ' 

\ A full-time empl-oyee of the University, .including an indivi- 
dual employee full-time at the Un i vers i ty but compensated by ^ 
.another agency (i.e., ROTC , research agency, etc..), and one whp ' 
has emeritus status, who desired either to audit a* course or to 
take a course for credit, may do so wi thout- payment of the • 
instructional or general fee if . 

(1) his/her area administrator certifies* that the . ind i vidua] * s 
en rol 1 ment- wi 1 1 not interfere with the discharge of 
hi^/her duties as a University employee; ^ 

(2) his/her enrollment i n the sect i on of tjie subjeot is 
recommended by his/her academic dean or his/her area 
administrator and approved by 'the University Provost; 

(3) , his/her enrollment will not prevent a regularly registered 

student from attending the class section; and ^ 

(k) he/she enrolls for the course in the Office of the 
Regi strar. ^ - • _n 

An employee who is enrolled and who receives a fee v/aiver' 
fringe benefit for such enrollment Is classified as an employee 
for purposes of'automob i 1 e regi st rat ion special university fees, 
Snd other charges or pr i vi 1 eges wh i ch may be appl ie'd differentially 
among students, staff, and the^eneral public. Such an employee 
does not qualify for special student fee privileges by virtue"-' 
of his or her enrol 1 men t^ for coursework. • 

SPOUSE/CHILD y . 

The cohab i tant spouse, and/or child or children of'a full-, 
time employee, including faculty and Civil Service, (or l^ocal 
equivalent of C ivil Service) , and employees of the Departments 
of Aerospace Studies and Military Science, who ha'^s completed 
five ye^rs full-time service at Bowling Green St^te University, 
may enroll v/ithout payment of tiie i nstruct ional fee either as. a^ 
full-time or as a part- 1 ime student at the University, on the 
campus or at an off-campus branch or center, provided that the 
individual is. eligible to be considered a personal exemption 
ugder the provisions of Section 151 of the [nternal Revenue Code. 
The general fee and any other course fjses or charges will be 
paid by the student. 



The cohabitant spouse and/or- chi 1 d or'-chridren of. a full-- 
time academic empl eJyeej,..^ho was employed prior to Mar^ 1, 1972, 
a'nd has attained the status of permanentotenu re or ha^ attained 
' the'rank' af associate. or ful 1- professor if not on tenure, in- 
cluding ''member s of the'-Depa rjrflents of Aerospace Studies, Military 
Science, and emeritus st-aff members, may enroll without payment 
of the instructional fee either as a full-time or part-time 
Student on^, campus or at an of f-campys branch or center, p^rovided 
that the Individual is eligible to be considered as- a personal 
exemption under th'e provisions of Section 151 of the Internal 
Revenue Code. The general fee and any other course fees or 
charges will be paid by the student. ' ^ * 

A full-time non-academic employee is one who wo.rks kO 
hours a week on a regular schedule and is employed ful 1 -t*l me 
for a- mi n imum of nine months, a yea r—such 'el i g ib i 1 i ty to be 
determined by appropriate author! ties* 

^ full-time academic empl^oyee is.-one who i s appointed - 
(includirig leave of absence) for a minimum of three quarters ^ 
of the ^same fiscaT year and whose' teach ing Assignments and/or 
other' assignmeats are determined by appropriatis authorities 
to const i-tute a ful-l load.: ' ^ 

Please note that' fe,e waiver reque^sts for full-time emplgyees 

must be approved by the Prdvostf*' but that fee waiver requests 
.for dependents need be approved only by the dean of the college # 

or the area head. Form's are available in the offices of area 
-heads and* departments and need to 'be processed^.through the' 

Offic^e of thp Provost. ^ ^ ^ 

« In I97I the Boards of Trustees ' of BGSU and the University 
of Toledo approved a rec i prqca 1- ag reement whereby full-time 
employees of one university may take courses at the other 
university with a waiver of fees- This agreement covers 
full-time employees only and does not includfe waivers for 
•dependents. 

• / BG employees- receive ^ihe same benefits at the University; '/ 
of Toledo as 6n our campus, and our. rules and 1 imi tat iqns . . 
under the present policy f or empl oyees. appl y for taking 
courses at the University of Tole^lo. 
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' Pro<5edures for ^e^uring^a fee waiver for courses at 

UT are as follows:^ - t ^ ^. 

1 It is necessar,y to 'be properly admitted as a stuHent ^/ 
* (either undergraduate' or graduate) at UT before . 
enrolling foV courses.-- " • 

2. Fee waiver .forms are available in the Office of the 
Proyost ""(238' Admi n istr^t ion Building) as well.as a 
registration card for parking permit. ' ' 

■ - 

3- Additional information will be given to the employee ^ ^ 
when he/she picks up a form^. 

\ 

' Final Examination Schedule' ' . - 

: * ** n 

The official policy of ..the University on final examina^r 
tions as proylded by the^ Faculty Senate on October 18, 1 966, * 
and authorized by the President on November 30, I966 reads: 

V . . that all' classes meet accorjJing to the 

calendar in the catalogue, that final examinations 
for all students be^held at the hours officially ^ . 
scheduled, except* wit^h specific permission of the • - ^ 

Provost, and that all grades tJe reported at the 
appropriate time'^gfter the fi^al examination period." 

Permission of the Office 'of the Provost may be ^fecured 
by providing a memoranjdum in writing seating the^time for^ 
which the exami.nation is schedufed, the time at wIVich i t i\s ^ ^ • 

^ desired to o'ffer it', and .the reason for the change. Pro- ^ * 
/'Vision for make up or'specif idat ion that' no conflicts witlji 
other examinations are involved must be included. This, 
memorandum, endibrsed by the Chairman of the department and - • 

•Dean of the college involved, should* be *forwarded to the 
Provost's Office. An immsd i ate resppnse by telephone will- 
be confirmed in writing by the next .'day. Permiss ion wi 1 1 not ^ 
be granted to schedule examinations during tHe last, week of 
cla^sses at tiiTKes* other than the re^ular'meet ing time of the * 

^lass involves. No permi ss ion -from the Provost's Office ' * 

is required in order to provide a make up examinatin for one 

•or two students oh the grounds of conflict or Qther urgent , 
reason^ for being absent from the fin^l examination. ' 
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NOTE:- Jh€re is no University requirement that a final 
examination be given. The requirement is that should\)^e be 
given, ii ^be given at the scheduled time. Make-up examinations 
'for individual students may be arranged by the instructor at 
his/her discretion. 



Grades and Grade Reporting ' • , * . 

Once your grades are burned iin at the Registrar's Office 
.we dp not change them unless a suitable request shpu\d be sent 
to \he dean who'will notify the Registrar if the change-6f-grade 
is approved. It is advisable that all -instructors retain a 
record of grades aipfd atte/idance in their courses. * Grade books 
"may be.^btai^ned through your department office. 

It is necessary that you deliver your grade sheets personal ly 
to th^ Office of the Registrar. With deadlines for grade reports 
to students on* "schol ast i c warning, reports to parents; and 
grade records in the various deans^^^ff'ce, we cannot rely on 
any mods of communication oth6r than your personally taking your 
sheets to the j^egistrar' s Office. ^ • 



Upd^r the quarter^ system, our University requires that 
grades be recoVded -for each student at the end bf each quar- 
fter only. .No mid-quarter grades are required. Final examina-^ 
tion schedu^les are announced every quarter by the Office of 
the Provost in time for ,you to .prepare your examinations 
'for eaqh "feoiarse, ^anjd spefcial rosters will be sent to you 
by the Offfce^of the Registrar far your grade reports. 

-The grade '^M ( ' ncompl ete)^ may , be used where the student 
has been granted extra time to complete the work of the course 
for gopd and ^uffici'ent reasoiT^. Dates by wh i ch^^un^ergraduates 
must remove their i ncompl etes- a re listed below; any extension 
of these dates must be^obtained by*p"etit!on by the student from 

his aqademic dearie 

4 • . 
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Fall quarter T . . . . February 15, 1976 

Winter quaV^er . . •. . May 15, 1976 

5*prirkg quarter, . . . . August 15, 1976 

Summer, quarter 'J** ^. November 15, 1976 " 



' For ^r^aduate students the following "removal of in-corri" 
•ple-tes" regulatioris are effective: 
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For the -Summer, Fall and Winter quarters the ^ 
•fiiaximum. al lowable time to remove an "Incomplete" is. 
the last day of regular classes in the quarter fol- 
lowing the one in which the*. "Incompl e^:e" was' acqui red. 
For an "Incomplete" given in *the Spr i ng. quarter , a 
student will have until .the end of the fifth week of 
the Fall-qyarter to remove- the grade. 

A form will be. provided for the instructor by the Office^ 
of the Registrar for the purpose of removing incomplete 
"grades. 



Most courses are graded using the A - F system. Special 
letters are used to i nd icate grades in specific courses. For 
example, the letters P/U (pass/unsatisfactory) are- used for 
graduate students enrol 1 ed in ^undergraduate.courses . S or U grade 
are used for underg^raduate students enrolled" on a Pass-No Pass bas 
l/S (incomplete/satisfactory) are used^for thesis and dis- 
sertation cij^rses. Onjy a few graduate courses have been 
approved to^carry S/U' (satisfactory/unsatisfactory) grades. 
Check with th^ Graduate Col lege before yojj attempt to record 
an "S" ;Or "U" grade at the gradua^te Tevel . A grade review 
poT icy was recommended bV the Faculty Senate on February • 
6,^ 1'973'and Is now in effect. Each department has de-^ 
si'gnated a person to^ conduct grade appeal procedures". . r. 

Consult your .department 'chai rperson or designated grade 
review officer for^depa rtment procedures. 

Hosp i ta l , c* ' / 

* ~ 

The University Health Service js available to students 
pnly--except in case of emergency, 'this rulingys necej^ary 
because of the l^rge cTaiJy volume of . student^M-n the ou^ 
patient service, and because of the shortage of staff phy- 
sicians. Jt is requested that al 1 University personnel ex- ' 
cept Students contact an area phys i c ian . f or med ical service. ' 
University employees may obtain vaccination against influ- 
enza or any other diseases as may be needed. Any UniveTstty ^ ^ . 
empVoyees who 'are undergo ing treatment for allergies and 
need injections, on a regular basis *can obtain these at the 
Health Service. ^ ^ 

Housing • * . , 

There is no provision for housing guests of a department 
or guests of individual faculty members at University ex- 
pense. Hotel r^ooms are ava i labl e' at the University Union. 
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In, the event that you go on leave of absence'or Jrermi- 
•nate'your employment with the .University, you mayiJivant.to 
list your* res I derbce with our University Housing OLffice, 
which publishes lists of apartments and homes available for 
rent. , , ... 

I der\fi f i ca t i on Ca nd s * ^ . 

- . ■, •■ . • 

Each contract employee in the academic area should check 
with the Office of the Provost for an ID card. 

'"J'J'-y ...•/• '. ' ' . \ ' . 

Injuries sustained, in the course of employment must be • 
reported to the Office of- P^Vsonnel, Ser'A/i ees*on a Bowl i^ng 
Green State Un iveVs i ty. Accident Report Form as soon , as prac- v 
ticable. The'Acci^ent Repdrt Form is the b'^^i^ for V^ayment 
of profess ional meyhcal services and prescr i p,t Ions ' ,Re^ 
gardl ess 'whether- immed iate'.profess ional medical sCTvices were 
util ized'for any injury 'as a result o'f the accident, an - 
acciclent report shall be submitted. Sxperi'ence has proven 
many, times that' medical' help may be required subsequently. 
Job-related accidents resulting in i n jury- that '^ccur off 
campus as well as qn campus -shoul d be reported." 

A University Safety Officer wi'll 'investigate those ac- 
cidents that require amplification or clarification. The 
University Safety Investigators are'members of the University 

Police located in West Commons Dining Hall. 
^ ■ * * 

All University employees (faculty, staff, student) are 
covered by Workmen^. Compensation for mgdical expenses and 
compepsfat ion for industrial injuries. 

I nsitruct ional Media Center 



The University Instructional Media Center provides equip- 
ment, materials, and equipment operators to assist faculty in 
the instructional program of 'the Un i vers i ty as well as a pro-* 
duction service of graphics, photography, transparencies, etc. 
The'Center also provides a consultant service in the utilization 
of ma,terials, will make^ recommendat ions.^ and will provide source 
and price information for individual or departmental- purchases. 
Production and/or procurement of audio-visual materials usually 
takes frt^ several days to several weeks; thus your requests 
to the Center should be scheduled as far ahead as possible. 
For more specific details regard i ng/ sery i ces call Mr. Howa/d 
Cotrell, Acting Director of the 'Center, 372-2881. ^ 
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Insurance t 



Questions regarding Health Insurance and/or claims should 
be referred to R. H. Meister, Rbom 322, Administration BJdg. 

All insurance deductions are made on the same, basis as the 
number of payc'^hecks received (i.e. 9 or 12 checkg) , extept the 
Educator^ Income Protection 'PI an premium which is'always deducted 
. in nine payments.. Al V ^programs are phased on an October 1 througti 
September 30 ^i ns^jrance year, and the deductions provide cover- 
^ age for that pie'riod, with the exception, pf the >los p i tal -Surg ica 1 
plan. As the Uni"verslty pays all but the family cost of the 
Hospital coverage, the Hosp i tal -Surg i ca 1 plan-* is canceled at^ , , 
- *the end -of the month, in which the contract terminates. In the 
,ca3e of the faculty member, this will be the end of June. Any 
*. advance payment for family coverage will be refunded, . ' 

A Travel Ri s.k Insurance Plan is provided by the University 
at. fro cost. If, an emp^loyee should suffer accidental death or 
dismemberment dur.ing travel while on . un i^vers i ty busines?, the 
. programWi.il pay a maximum of $50,000. 

* . - ■ - 

The" Un i v^rs i ty makes available a Student Tr-Sv^l Policy* 
which provi des accidenta 1 death and dismemberment coverage 
plus* idemnity for physi-cian, surgepn^ hospital and nurse " 
expenses when ^dije to accidental injury. .'All students may 
be insured while travel ing^to or from aqd while participating 
in act ivi tf'es" sponsored and approved by the University / 
except for the play or practice of »compet i t i ve athletics. 

Prior to;a tr ip' the' d i rector or person in charge should* 
contact Mr. .Mei ster for ^ further deta i 1 s , . compl et i on of t> " ^ 
proper forms, etc. • 



Key Regulations . ^ * , 

Tp secure a key a faculty member will contact his/her depart- 
mental chairperson and make arrangements to receive a key to certain*" 
rooms or buiTdings, The depa^rtmental ,secrqtary wilK then fill out 
^the ,key authorization card and call the Physical Plant' Department , 
372-225J , to order the>ey. After ^8 hours, the recipient of the 
key can present his/her card to the secretary in the Physical Plant 
Department of f icg, Cent ral, Servi ces Building, sign for the key, 
and receive it. When keys are no longer needed, please return them 
to the Physical Riant Office,' Central Services Building. 
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Library Service .a / 

' ^ , ^ ^ . ' ' 

Your students should be notified that, a special L i brary 
Handbook is available to ^hem free at the 1 i brary', giving 
instructions and d i rect ion'^* for the use^of 1 ibrary\fa,ci 1 Ities . 

. Library servi'ces are* offered at th^ Main Library ^nd . 
a-l so the Science Library, located in the Math-Sc i ence Build- i: ^ 
ing.^ Thes^e .serv ices are described in the fax:ulty ed-itron • 
of. the Library Hai^dbook which 'is available on request from • 
the Library. hnforniation regarding reserve books, micrQ- 
films/microprints,' interlibrary loan, stack privileges, ^ 
loan periods, etc., is included in th i s. handbook . Fdr ' 
further information .inquire at the library by phone or in 
person. ' ' ^ ^ <^ 

A course (A&S 150) is now of f fered dur i ng fhe f^ll, 
winter a'^nd spring quarters for one credit hour - C/U'credit 
only. It is an 'introduction to basic research techniques 
including information retrieval, use of basic reference 
sources and materials. - . " > 

Your ID card is needed far charging out library materials. 
If a secretary or student ass i stant is to pick up 1 i^brary 
materials for you, be sure to send along your ID card. 
Requests for books and otfier materials to be purchased shoyld 
be made on book'-order cards provided through your department^ 
Chairperson of your department library representative (appo^inted • 
by the chairperson). ^^ 

Upon request to the Director's Office, the Library wi*l 1 
'send you its weekly Booklist, showing books and other materials 
which j^ave been catalogued the preceding week. 

A monthly publ id^at i-on Imprint , is sent .to a^l 1 members of the 
faculty in order to let them know what is going on ih the Library, 
what services are available, and any changes that Have been made. 
If you are not receiving your copy of Impr int , call *the Director's 
• Office, 2-2856. 
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The Library receives a large percent of the newl y-publ i sh/d 
books through aVi approval (or ga^thering) plan. This is. a procledure 
whereby a deaWp sends^ us one copy of each new title published in 
the U. S. or Canada that fall within the subject profi-le estab- ' 
/ lished by us.. These books are kept in the Bibliography area 
(Room 232) for a time so they may be examined by the faculty. 
If not 'desired by anyone they -are returned to the 'dealer at no 
cost to the Library. For further details about this operation 
see your Depart-mental Library Representative or a memtJer of the 
Library staff. - 



News and Photography. Servjce 

The tiews and Photography Service is the official agency 
designated for the dissemination of University news' and in- 
formation to the various neiw's media. 

. The News Service covers news and feature s.tories ab'out 
University-sponsored events , -resea rch programs, academic 
^QjK)mpl I shments , student achievements and Bowling Green's 
'cc?ati nued . effort s to provide a quality education. 

* Because of Un.i.vers i t^y expans i on and staff limitations, 
it rs difficult for the N^ws Senvice-to keep'in constant 
contact with all campus news sources. Therefore, it is help- 
ful if eachyfaculty and .staff member can keep the News 
S'ervice fully informed of s i gn i fi cant act i vi t ies . New 
projects, partJ cularly those* of service to students and the 
:-.public, academjq. a(;hievements and honors, and research are 
of special interest to the N*ews Service. * 

The University Photography Service provides high quality 
services to ful-fill official staff and departmental needs. 
Photography Servi ce will provl de wi thout charge portrait 
photographs of faculty and staff members for. publ i ci ty» pur- 
poses such as newspapers, magazines and printed programs. 
Facilities are available on a tl me-and-mater i a 1 s charge basis. 
Req^uests for photographic services for classroom instruction, 
research, etc. should be directed, however, to the University 
Instructional Medi a. Center. 

The News Service may be contacted through writing, tele- . 
phoning (2-2616) or personal visits. Offices are located 
in 806 Administration Building. 



29 



ice Servic-es 

^* 

Three offices are available to provide mimeographing and 
spirit duplicating services and issuance of office supplies. 
They, are located in 318 Student Services Building, 111 Uni- 
versity Hall and 611 Administration Buf Iding. The offices 
are open 8:00 to 12:00 and 1:00 to 5:00 Monday through 
Friday. 



Xerox copying service is avai-lable in the Student 
Services and Admi ni-stratlon Building offices and offset 
printing may be obtained in the A(;l . Bldg. Office. 

Office supplies are available at all locations and will 
be issued to any member of the faculty and charged to the 
department's budget upon req'uest. 

Extens ion Over load/Course Assignment Policy 

1. The ultimate goal of the University is to staff all classes, 
including resident credit and extension, in-load with 
regular faculty. l<i-load assignments can be made at the 
discretion of the. Department/Col lege; however, compensa- 
tion from Extension Programs remains as presented in six 
below. 

2. Overload teaching or any oth-er form of^. extra compensation 
may not be used as an <i nducement in the recruitment of 

' faculty. • 

3. Overload teaching, when needed, is available to all members 
of a department i rrespect i ve of rank and tenure. Department 
chairpersons must recommend/approve of all assi'gnments and 
courses offered through their departments. 

k.-^ Overload ass ignments are limited to two regular ex- 
tension class .assignments per academic year and these may 
not bemade in successive quarters, nor in the quarter 
following compensation for non-teaching overload 
assignment. Successive qu.arter overloads may not be 
assigned without written approval by the College Bean, 
arvd in no case-, shall extension class assignments exceed 
two during an academic yeav. 
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5. Overload -'teaching is' not available to* faculty who have been ^ * 
released part or full time from teaching duties to engage 

in personal research or other personal scholarly 'endeavor. - 
I43 other words, oyerload assignments are norma 1 ly made "^to 
faculty already involved fulltime in teaching assignments 
unless that non i hs t rue t ional assignment is required by a pro- 
gram, department or BGSU. . ' • , 

6. Compens-at i on for facu 1 ty engaged in overload tjsach ing .during 
the academic year will be according to th^ following Schedule: 

Regular faculty overload : ^ Part-time faculty :^'^ 

. Professor $480 per credit hour $4Q0 per credit hour 

Asso. Prof. 375 per credit hour 350 per credit hour 

Asst. Prof.^ 315 per credit hour 300 per' credit hour 

Instructor 260 per credit hour 250\per credit hour 

Lecturer 230 per credit hour 200 per credit hour 

"When recommended at an equivalent rank by a department 
cha i rperson . ^ 

7. Each and every course and f acul ty^ member assi'gned to such 
course in extension must be selected, evaluated, monitored, 
and conducted in accord with the sponsoring department's 
practices and standards as they exist on main campus. 

8. All extension instructional assignments for 300 through 
graduate level courses must be to individuals holding faculty 
status in the baccalaureate or graduate school of the- parent 

• institution^ ' 

9. Al 1 cha i rpersons are encouraged to adhere to the OBOR guide- 
lines related to these matters (avaijable in Extension office) 



Parking Services • ' ' 

The Parking Services Office is located at 104 Commons and is 
responsible for^the maintenance of parking lots, signs, and park- 
ing meters on campus.^ This office is a 1 so respons i bl e for 
enforcing the University Motor Vehicle/Bicycle Regulations which 
cover registration and parking. .It is t he d r i ver ' s "^respons i-b J 1 i ty 
to contact the Parking Services Office within 48 hours after 
arriving on campus and register the motor vehicle.. A Motor Vehicle 
Regulations booklet is furnished at fthe time of registration. 
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The followrng items are, necessary in order to register an 
auto; drivers license with social security number, auto registration 
certificate, and student va.l idat ion card or faculty-staff parking 
fee-' waiver/ These waivers can be obtained from department budget 
admin i strator . 

^ \ This office also registers b'icycles for the City of Bowling 
Greeivr assisting students and faculty-staff in comply i ngwi th a 
city ordinartce which requi res *i ke-regi^stration . Personal identi- 
ficatioYi, make and serial number of the bicycle must be presented 
In order to register. The bike reg i st rat i on . f ee is $1.00. 

The Parking Services Office is open Montiay through Friday 
>from.8.a.m. to 5 p.m.- During the first week of each quarter, the 
office is open until 7 p.m. for the convenience of. evening students. 
The Parking Services phone number is 2-277.6. 

•. " ^ • ' 

Pay rol 1 s ' 

All wages are subject to the State of Ohio tjicome tax 
and the Bowling Green ]i% Qlty income tax . 

FACULTY AND STAFF 

Personnel on 12-month f i^scal year contracts (both faculty and 
non-faculty) will be paid on the Jast day of ea^n month — or 
on a Friday preceding the Saturday or Sunday last day of the 
month. ' . ' • 

Faculty on full-time academic year contracts will be paid 
on the 15th day of each .month. Thes^ people and these people 
onVy have the option of a 9-pay or a 12-pay bas i s; new faculty 
i nd icate" preference when the^y sign their contracts. Once a 
pay-option is chosen, it cannot be changed during the year of 
the option. A request for change of option must be made to 
the Payroll Office by August 31. 

Please be advised tha-t the 12-pay option has the 10th, 11th ^ 
and 12th-checks paid in July, August, and September'of the summer 
following the academic year. If a faculty member has a summer 
sQhool contract and is on the ] 2-pay. opt ion , these salary payments 
are issued in a separate, check. Current. tax regulations require 
our withholding of taxes at a flat rate on any supplemental wages* 
pai'd during a regular pay period. These flat rates would there- 
fore be applicable to the summer contracts. The flat rate with- 
holdings will he 20% for* Federal purposes and 2% for the "State 
income tax. 
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All faculty and staff employed part-time or for less 
than the entire academier-year are paid. on the Hth of each 
month. The first check is issued October 15.- " ^ 

GRADUATE ASSISTANTS AND TEACHING FELLOWS "* ' 

All graduate assistants and^ teaching fellows on academic 
year contracts are paid'on the/9-pay bas i s / October through June 
The pay dates are the 15th of each nnonth or on a Friday pre- 
ceding the ISth^if it falls on ra Saturday or Sunday. 



STUDEMT ASSISTANTS > , 

All s tudent "^ass i stants (undergraduates) "are paid on hourly 
payrolls under the supervision of the Office of Student 
Financial Aids. 

•All paychecks are available on the first floor of the 
Administration- Building (tashi^r's window). Checks are pro- . 
.cessed locally, and every effort will be made to have ^them 
available on the 'above stipulated dates. By written" request, 
the Payroll Office will deposit your-check in a checking ac- 
count at a local bank for you (yt>ur checking .account number i>s 
required),..^ If you woul'd like your check released to another, 
person, please give written authorization to the Payroll 
Office. . ' ' . 

Mil.' against state regulations to issue advance 

paypgent on salaries. It is suggested financial aid be 
..sought from local financial institutions or the BGSU .Credit ' ' 
Union. ' * 

Personnel Files 

~v . 

The Office of .the Provost- ma intains a confidential per- 
sonnel file on each facultfy and staff member in the academic 
area. Faculty/Staff Empl oyment Record forms^ -transcripts of 
academic records, and other documents are kept in.thi^ file. 
'When you publish a scholarly articje or monograph, when 
you present a paper before a learned society, receive an im- 
portant award or Qtherwise distinguish yourself in a profes- 
sional or scholarly manner, please file the informat iop in this 
office. A complete curr icul um vi ta should be on file; you may 
submit an updated ^ v i ta at any time. Biograph ical information 
which you wish to make publicly available should be placed on 
file with the University News Service. , 
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Changes in A ddress and Personal Data 

' " '' ' 1 "^^ 

The Office of the Provost is responsible for updating 
information in personnel files. Any changes of home address, 
home phone number, campus' add ress and campus phone number 
should be reported to this office. 

Placement (see Career Planning and Placement Services) 
Plag tar i sm (see Academic Honesty) 

Post Office 

The Post Office is located at the south end of the first 
floor, Un i vers i ty Ha 1 1 , and may be used for either federal 
or campus mail. The office window opens after the morning 
mail has been sorted at 9:30 a.m. and remains .open until . 
A:50 p.m. except during the lunch hour-, 12 noon to 1:00 p.m.* 
The window closes at 11:30 a.m. on Saturday during Fall, 
Wiruter and Spring- quarters." During the summer the window 
is closed on Saturdays. * . 

Stamps may be purchased and packages mailed at the 1 
University Post Office. Money orders'may be pul-chased up to 
3:30 p. m.^ Money orders may not , however, be cached at the 
^Post Office. Maii^ay be reg i s tered *or . cert i f i ed . 

All official un\vers i ty mai 1 1s to be delivered to the 
Post Office unseal ed .^^The Post Office has been directed rfot 
to accept any sealed mail for metering unless prior approval 
has been g-i ven . Official^ university envelopes must indicate 
your return address ( both your name and your department ) a~ 
weir as "Bowling Green State Un i vers i ty , Bowl i ng. Green , 
Ohjo 43403." This requirement is necessary for'^ accurate 
departmental budget charges and for delivery of returned 
mai 1 . 

Please inform everyone with whom ^,you correspond .to address 
your mail as follows: Name, Department Name, Bowl'ing Green 
Stater Uni vers i ty. Bowling Green, Ohio 43403. Mail not properly 
addressed will be returned to sender.'. 

■ ^ 0. , , 

« Campus mail is delivered without charge and its use is 
encouraged for mailings to'faculty and staff. ' 
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. qNLY' MAGAZINES AND PERIODICALS PURCHASED FROM UNIVER- 
SITY FUNDS SHOULD BE ADDRESSED TO THE UNIVERSITY . Fm= 
several years, the University has followed the policy of re- 
questing that .all personal magazines be mailed t6 the 
employees' home addresses. This expedites the delivery of 
qT?- other ma i 1 and eliminates forwarding or storing maTl ' 
and/or magazines during the summer months. ' ^ 

■ , * • 
Psychological Services Center 

The. Psycho log i ca 1 ^ervic^s Center was estab 1 i shed 
for the purpose of training graduate students^'in the area ^ 
of Clinical Psychology and to provide needed psychological 
services to i ndi vi dua 1 s and agencies in Bowling Green and 
nearby commun i t i'^s . . The Center is ^'ta'ffed by twelve ^ 
psychologists all holding Ph.D.'s >from accredited ' 
institutions, as well^as by a, nuftib^r , of advanced graduate 
students who work di rectly under staff supervision.. The 
services provided i nc 1 ude di agnost i c evaluations of , 
intelligence, learning di sorders , ^personal i ty , and Work 
potential; i^ndividual and^ group treatment of children 
and adults; famijy therapy ; consu 1 tat i on with teachers, 
judges, welfare workers, and other representatives of ^ 
agencies regarding the treatment or management of 
individuals under their care and supervision; and research 
consultation relative to design or data analysis. The fees 
for: psychological services are dependent on the nature of 
the services rendered,' the annual incom^ of the family and 
family size. For further information contact Dr.- Donald F. 
Kausch,' Di rector, phone 372-2540. 

' -. ■ ■ ... ' ( , - 

Rj^ading Clinic ^ ^ . 

The University Reading Clinic has three functions: 

(1) Competency based teacher education in diagnostic*, 
prescriptive, ^nd individualized reading techniques; 

(2) Provi d i n'g*- d i agnos t i o and readi ng i mprovement servi ces 
to the University, schools, and commun i t i es ; .and 

(3) Stimulating and pursuing reading research. ^ 
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' The competency- teacher education function is accom- 
plished by the. fifth and sixth year graduate^ read i hg programs, 
Diagnostic and'^eading improvement services are available 
to University faculty* and students wi thi n .scheduled classes,' 
091 Reading Improvement,* and on a self or f acul ty referra 1 
basis. The diagnostic and read i ng improvement service 
function is accomplished by providing servi ces for'' pupi 1 s 
in surrounding schools Within the context of a, Saturday * 
program during the academic year and a fourc^week summeo 
program. There is a fee for reading clinic services. The 
reading research function is accomplished by faculty and 
graduate students. For , full i nf ormat i on cal l Dr. Joseph S. 
Nemeth, Director of the Reading Clinic at {k]3) 372-0151, 
Ext. 3^9. / . 

Recreat ional Faci 1 i t ies (see Athletic Recreational Faciliti-es) 
Reservations for -Physi&al Faci 1 i ties 



Un i ver s i ty-sp'onsored groups that desire to schedule 
on-campus events may make 'arrangements in the Office o'lF * 
Space 'Ass ignments . Dates,, hours, room reservations, eto, 
should be cleared through this office for all meetings, help 
sessions, conferences, an^. social functions*. 

Groups not sponsored by the University may schedule, 
with the permission of the Coordina^tor of Space Ass ignments , 
campus fac^ilities if the facilities have not been" preyi ous ly 
reserved for campus activities. Local chapters of 
fraternities and so/ori t i es are "sponsored" and may use 

facilities without charge 2£'approval is' secured through the 
Coordinator of Space Assignments^, >; 

^ Charges for -the use of var ious rooms , assembly hal 1 s 
and^audl tor iums can be determined by calling the Offiqe of 
Space Assignments. Such ct^/ges dfo not inc;lude fees for pianos^ 
.special lights, and podium^f addi tional charges are mad'e when 
extraordinary equipment is requested. ^ . > . ^ 



Retirement System 



The deduction- for Ohio State ^Teachers F^etirement amounts 
to S% per ox)nth. F^or/*non-academi c personnel, the deduction 
for ^Public Employees Retirement amounts to 8^ per month. If 
you desire further information concerning the retirement system, 
call R; H.Meister, Room 322 Ad . . Bl dg. • 
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Senate Membership ' . * , 

There are sixty Senators elected by and from th^^ facul t ies 
of the degree-granting undergraduate colleges. Schools, not 
within colleges, and the Library faculty of the University 
Library, shall hav'e representation based upon one^ representa- 
tiv,e for each twenty-five faculty members or fraction thereof. 
Any tenured or probationary member of the full-time faculty 
is eligible for election to the Senate, provided his term 
/oT office begins, after two full years of^servi^ce at' Bowling 
Green Sjiate University. The term of offijce for elected ' 
Senate members is three years, approximately one-third of 
the members to be elected annually. For full infbrmation 
about Senate membership and elegtion procedures, see Article 
I II of 'your Faculty Charter . 

Smoljing Regulations , - 

In acaderrrf^-^jui 1 d i ngs , smoking is permjtted 'i.n off?ces 
and in other -areas where ash receptables are provided. The 
following regulations,* however', adopted by the Board of Trustees 
May ^, 1959, apply particularly to classrooms: 

''There shall "be na smoking in any classroom, 
laboratory, or other instructional r'oom. in any Uni- 
verstty bu'^lding at any time. All persons entering 
any cl assropm bui Id ing or the Library shall confine 
^ their smoking to the areas in^the respect i ve bu i 1 d i ngfs , 
in which -smoking is p^mitted as clearly indicated by 
official University signs' posted in the buildings, and 
shall refra-in from smoking in all other^ areas of such 
' ' bu i Id Ing . " , » ^ 

Speech and Hearing Clinic 

The University maintains a Speech and Hearing Clinic to 
assist students who have deficiencies in the^e areas. The 
Clinic facilities are available also, on a limited, basis, to 
personnel in the University and*Bowling Green community who 
h:ave speecVi or hearing problems.* For'full i'nformat ion ,* call 
Dr. Wi 1 1 iam* Hi nkle, Clinical Coordinator. 
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Student Af fai rs r) ^ 

Offices engaged in support of both academic and non-academic 
related s tudent . programs are* located In the Student Services Building. 
Offices of the V.ice .Provost for Student Affairs, the Coordinator 
of Student Servi ces , the Coordinator of Academic Liaison, the 
Coordinator of Student Activities and Organ izatjons , the Coordinator^^, 
5f Residence Programs, the Student Counseling Center, Student 
^ Financial Aids, Student Employment, Career Planning and Placement, 
the Student Courts tl3e University Bookstore; various student organi-^ 
z'ation offices, and other related student affairs offices are in 
thi s by i Id ing. , '.t 

The University maintains a professional student affairs staff 
in (^onnection wi.th the Office of the Vice Provost for Student Affairs. 
Questions concerning student life should be referred to this officfe. 
The Vice Provost for Student ^Af fa i rs , Dr. Richard' R. Eakin^ over- 
sees* t^ie s'tudent affairs area. • ' . 

The Office of the Vice Provost for Student Affairs operates 
under d concept thBt i s' s^upport i ve of studertt- rights and interests. 
Jaculty and students should be aware that the following basic 
procedures of due fSrocess of law, established for the protection 
^ of student rights on our campus, are operative for the Office of 
the 'Vice Provost for Student Affairs: 

(1) A proper charge uhder a stated rule or regulation 
p rdperl y promul gated . , 

(2) The right to be heard in any adversary proceeding-^ 
and to present testimony. y 

(3) The, right to appeal- to a'higher body or authority 

of a d'ifferent composition than the initial authority.^ 



^tudent Development Program ^ * ' 

^ The Stude^it Development Program (372^"26i42) , ^located in' Room klk 
of Student .Services, was^establ i shed to recruit mino^rity stude^^*|^, 
provide supporti'ye services for them- once they re^cl1i;^^d campus, "^and 
retain a^ many of these students as potsibOe so they^^might benefit 
from the University environment. , " 
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«The increasing .number of minority students on the Bowling 
Green campus V/ith varying needs has led to the reiongan izat ion of 
the Student Development Prograjri^ i nto 2 major units:' (l) the Educa- 
tional Opportunity Programs , consisting of Upward Bound- and Bridge 
Programs, Project Search, general recru i tm^'nt , financial aid and 
student assistance. Each program i-s designed to aid the minority 
student in gaining admi ttance -to the Un i vers i ty and providing the 
necessary financial support; (2) ^th"^ Personal Developmenf Programs 
comprised of Career and Personal Counseling, Hispanic Affairs, Peer 
Counseling, Social and Cultural Activities, provide the necessary 
personal and socjal support services for minority students.^ ^ 

The two components of the St'odent Development Program are 
moving in concert to help the minority students reach their desired 
outcomes, such as a^bachel or ' s degree, saleable vocat ional ski 1 1 s 
and the ability to effectively survive within the environment in 
which he or she finds h imsej f /h'ersel f * "The specific goals of the 
program are: 

1. To identify high 'school students in Ohio who, because of 
educational deficiencies, cultural differences, and 
fin^npial restraints would ordinarily not consider a 
post-secondary ,educat ion . 

2. To identify and' recruit minority applicants who meet the 
regular Graduate College. 

3. To provide financial ald-i liaison services to the University 
financial aid, office in providing financial assistance to 
each Student Development Program student. 

■ \ ^ , ■ . 

k.. To provide counseling services to assist students in 
their academic, emotional, personal, and social adjust- 
j ments in the University community. 

5. To assess students' acadfimic needs and to provide^ academic 
advisement that will assist students in the successful' 
achievement of career goals. 

• » 

The mfssion of Upward Bound .Program (372-0151), located in 
Room 550 of ithe Education Building; is to design and implement a 
program with continuous and " I ntens i ve academ'lc and social ~cul turaV 
support for 100 students who meet the quidelines established by 
the U.- S. Office of ,Educat i onj to raislRhe skill fevels of the' 



Students; to improve high school performance; and to provide for^' 
the motivation that is deemed necessary to attain success in 
pos tsecopda ry educational "'experiences. 

Project Search (372-2642), located in Room h2h of Student 
Services, is a consulting and recruiting program which actively 
recruits minority graduate students. This affirmative program 
of effective minority fecruitment involves organization., identi- 
fication, communication, and persuasive encouragement of candidates 
to apply for announced openings. " * *' 



Summer Session Appointments 

Summer session teaching assignments are offered to faculty 
members in accordance with jteparthiental policies and subject 
to the approval of the dean. Summer employment is based on 
ant i^ci pated summer enrollment, and Mmited by budget decisions. 
No faculty member should expect employment in any given sumrfier, 
unless he or she is on a fiscal y'kar (rather than academic) 
contract. 

Summer session teaching is compensated at a fixed rate. per 
crecjirhour of instruction; l/45 of the preceding academic year 
salary is paid for each credit hour of instruction in a 
five-week term, and 1/36 of the base salary for each credit 
hour in the ten-week summer quarter. No faculty member may earn 
more than 1./3 of the contract salary for the preceding academic 
year during any one summer. 

Assignments to non-instructional duties are paid according 
to the weight of^the assignment, . usually by evaluating the 
numbe^ of credit hours of instruction to which it is. Equivalent. 
The Faculty "Research Committee makes research graats for the 
summer session, usually obtained from the Office of Research 
Servi ces . ^ , ^ 



Transportat ion 

' The Ur>'i-versity ''maintains a fl^t of rental vehi<;les. If you 
need a cars bus, truck ^or van, call Transportation Services at 
2-2251^ Ext. 225* Transportat ] on Serv ic^s i s also responsible for 
arranging long-term leases and vehicle pOrcbases; cal 1 2-2251 
Ext. 235- " . ' 
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Travel 

Travel on Uniyersity business and to professional meet-, 
ings may sometimes be re i mbur sed in parit or in full depending 
on departmental' pol icies and available funds. All reimburser 
ment is subject to University regulat i ons , a copy of which may 
be obtained froni the Business ^Office. 

Unemployment Compensat ion 

Your employment at Bowling Green State University is 
covered^ under the Unemployment Compensation A<st which may 
provide income if you should become unemployed through no 
fault of your own. Should you become unemployed for any 
reason, contact the local Bureau of Employmeiit Services. If . 
i^>uitable work i s unava i 1 abl e , you may .qualtf/'for unemployr 
ment compensation. - \ 

Faculty members who have contract for employment in 
the following fall are not eligible for unemployment compensa- 
.tion during the summer. Furthermore, student employees who 
3re regularly enrolled in classes are not covered by the 
Unemployment Compensation Adt. 

Further information may be obtained from the Office of the 
Provost, 



tfn 1 vers i ty Pol ice 

The- Uniyersfty Police Department is located at 1 OA Commons. 
The Police telephone is 2-2346. 

The University Police Department i s- respons i bl e for all'^ 
law enforcement matters on campus. Their primary duties include 
preventing crime and rinaintaining order by conduct.ing car and 
foot patrols of 'the cagipusl Persons found .violati ng a s^tate 
jaw or a city ofdinance are processed through the Bowling Green 
Municipal Court; as .provided for by state law. The Police Depart- 
ment is .open 2,4 hours per day, seven days per week and all 
iacidents reported to the department are assigned to an officer 
for investigation. * 

Universl,ty Po) ice provide several service type functions ' 
such as unlocking* vehicles , lending jumper cables for stalled 
vehicles, and rendering assistance to visitors. Also, a lost 
and found counter is maintained which is open Monday through 
Friday from 8 a.m. .to. 4 p.m. 
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Fires should be first' reported directly' to the City Fire 
Department, telephone 352-3111, and then to the University Police 
Department , -2-23^6. . 



The UniN^ersity Union offers a variety of services and 
facilities' to the campus community; dining areas, guest rooms, 
meeting rooms, catering services throughout campus, including 
banquet programs, a^bowl ing/bi 1 1 iards area, art exhibit and 
browsing room.. 

Personal and departmental charges are ava i lab 1 e i n the 
Pheasant Room and the "Little-Shop" - a special little gift store 

Reservations for the use of rooms by University sponsored 
organizations or departments may be made in the Conference and 
Arrangments Office located on the first floor. Arrangements and 
information on Guest Room facilities and rates are available at^ 
the Information Desk in the main lobby. 



University Union 
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FIRELANDS CAMPUS 



Thi s 'sect ion^ is added for the convenience of faculty 
at the Firelands Campu^ ^and is designed to answer 
•questions particular to that campus' operations. 



Archives (See Library) 
Bonds 

Anyone desiring a payroll deduct ion for U . S. Savings Bonds 
should complete the necessary authorization c^rd at the Business 
Office, FirelSinds Campus. 
*• 

Books to rd 



An attendant will be present from 8:30 a.m. until 12:00 noon 
and 1:00p.m. until 5:00p.m. daily. The bookstore wi 1 1 be open 
until 7:00 p.m. during the first week of each quarter for your 
convenience. ' 

DESK COPIES OF TEXTBOOKS 

Desk copies of textbooks cannot be purchased with University 
funds. 

^Complimentary desk, copies usually may be obtained from 
publishers upon filing a wri tten. request. Forms for this purpose 
are available in the Business Office or Bookstore. 

in the event requested desk copies are late in arrivi/.g, 
required textbooks are available from the Bookstore on a 30-day 
loan basis. Loan copies will be charged to the instructor ' s 
account through the Office of the Bursar. Upon receipt of free ♦ 
desk copies from publisher, the borrowed textbooks may be returned 
to the Bookstore for credit. ' 

One word of caution : Make certain borrowed textbooks do not 
contain writing or other marks. Bookstore personnep-are not per- 
mjtted to accept return of such textbooks. Also, complimentary 
desk copies of textbooks usually are identified as such by the 
publisher. Therefore, no exchange of them for borrowed copies* 
is possible. 



Career Planning Services (See Counseling Services) 
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Class Rosters . - 

Od the first day of classes you wi 1 K receive a roster of 
students who have registered for each of your courses. Beginning 
with the second day of classes, students, whose names do not appear 
on the class roster must obtain a TEMPORARY CLASS ADMIT card from 
the Registrar's Office prior to the next' class meet'rng. This carcj 
then authorizes you' to add them to your roster. Students not on 
the roster and ^ho do not possess this card should not be added 
to the roster. 

This procedure is vital in that a report of our enrollment 
(which determines state subsidy funding) must be made to the Ohio 
Board of Regents by the l4th calendar day following the first day 
of classes. Students not shown on this report for your classes 
are also not shown on your Faculty Servi ce J^eport . 

An updated second roster will be distributed during the ^ 
second week of classes. 

During the quarter, roster ^updates v^ill be sent to you by 
the Registrar's Office. ' " ' 



Classroom Facilities 

Allowing for the fact that some instructors prefer classroom 
arrangements different from those of their colleagues (e.g., 
circular arrangen\|nt of chairs, clean chalkboards', etc.) the 
approach on our campus always has been tci leave the classroom as ' 
it was found (chairs reasonabl y a 1 igned , chal kboa rd erased , etc . ) . 
Instructors are expected to erase the chalkboards before - 1 eavi ng 
the room. 

Should you prefer an arrangement different from that of the 
classroom you enter, feel free to arrange it accordingly. How- 
ever, at the conclusion you should restore the classroom to the- 
condition in which you found it (allowing, of course, for the 
normal discarding of papers, etc.). ' ^ 

We would be grateful if you would turn off the lights as you 
'leave the room. 
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The Office/of Computational Services is a service facility 
for faculty, administrative staff, and students. I t may be used 
for research, test-scoring, class demonstrations, etc. The primary 
responsibility for , prog ramming i keypunch ipg of -input cards, and 
operation of equipment rests with the user, though members of the 
staff are available for consul tgit ion and assistance. 

There is' no charge for use of computer equipment for class 
work or for unsponsbred research. For research sponsored by out- 
side agepcites which allow budget al lotments for computer use, 
charges are made in accordance with* a schedule available from the 
Office of Computa'tional Services. 

•At Firelands, remote terminal facilities are available by 
contacting the Office of the Administrative Assistant or through 
the Computer Science faculty. ' 

The majority of raw computing resource i^ purchased by 
Bowling Green State Un i vers ? ty from the J. Preston Levis Regional 
Computer Center, r All terminals (interactive and batch) on the 
BGSU campus are owned or rented by Bowling Green and operated by 
Bowling Green State University Office of Computational Services 
staff. \ 

The Computer 'Adv,isory Committee, a University standing 
committee, advises the Office of Cqmputat ional Services on matters 
relating to policy and operation. 



Copying Machine ' 

.In the interest of oranserving funds, and to allow for 
extenuating circumstances, the following guidelines pertain to 
the u(se of the electrostatic copying machine: 

1. Secretarial and clerical personnel are to operate the 
machines. However, in anemergency situation, it may 
occasionally be necessary for others 'to do their own 
copying. In that case, th^ number of copies* made is to " 
be reported to the secretary. 

2. All copying of materials for classroom instruction is to be 
referred to the Faculty Secretary to determine the most 
economical multi -copy ing process to be used: ^ ditto, mimeo- 
graph', pr offset . 
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i. All copying of material s pertaining to personal matter? \s y 
to be .done on the xerographic copi^er loGated In the 1 fbrary". 
The cost is 10^ per copy, . , 

With regard to It^ra 3, and in an effort to* lessen the finan- 
cial burden on indi{/idua4,s, and to encourage the dissemination." 
of scholarly works^ which wi 1 1 benefit the entire University 
community and its public, permi ss ion for copying personal 
materials. on the xerographic copier located in the Library at 
a lesser charge of 6^ per copy can be obtained from the Dean of • 
Firelands Campus. Each faculty and staff member i-s encouraged to 
contact the Dean at their earliest convenience; and, review with 
him any ^copying requests of this nature. \ " 

Additionally, it is fully recognized that extenuating oir- 
^ cumstances occasionally make it necessary to produce copies by 

meansT- wh i ch are uneconomical . . However, prior approval for copying 
of the materialsMn an extenuating c i rcumstance mu^t be obtained 
from either the Assistant Dean or the Business Manag,er. 

s Counsel ing Services . • 

The Counseling Office is located in Room I38, West Building, 
as part of Student Services,^ and is staffed by a professionally 
trained Counseling Psychologist. The counseling services are 
available to all personnel of the Firelands Campus; student, 
faculty, and staff. The counselor's main function is that of 
' working with students needing help in personal, social, educa- . 
tional, vocational, and inter-personal problems. Persons seeking^ 
counseling enter into a conf iden t i a 1 rel at ipnsh i p wi th the coun-*^ 
selor who subscribes to the ethical standards of counsel i ng' as 
explicated by the American Per*sonnel and Guidance Association 
and the American Psychological Association. 

TESTING SERmiS 

Administration and interpretation of the ACT testing ser- 
vices and the ACT Career Planning Profile is one of the responsi- 
bilitie'^s of the Firelands Campus Counselor, Other standardized 
tests which are available to members of the Firelands Campus 
include: intelligence aptitude, personality, vocational interest 
inventories, study skill analys is , va 1 ue clarification. Stan- 
dard ized , tests are used to facilitate the counseling process and 
test results are considered confidential materia*l. 



46 



TUTORING SERVICES 

^ The Firelands Campus Counselor coordinates the tutoring 
services available to students in need of special assistance 
in attaining sat i sfactory c 1 ass room achi ev^ment . Student-tuLors 
are selected through specific recommendat ign af faculty, and 
work in cooperation with both the Counselor and the instructor. 
Students needing tutor i ng^ hel p are referred to the Counseling 
Office by the i nstructor "of the course ip which they are 
experiencing difficulty. ,^ 

CAREER PLANNING SERVICES 

Some of the developmental tasks facing a college student 
during his first two years at col lege include: (a) an awareness 
of career resources and programs: (b) self-assessment of the 
student^s career interests, aptitudes, and values; (c) an aware- 
ness of specific requirements for specific careers; (d) estab- 
lishment of tentative career goals and the'academic plan of 
study necessary to achieve those ^oals. 

To faci 1 i tate' the achievement of these developmental tasks 
requires the cooperation of the faculty, the student's academic 
advisor, and the school counselor. 

The Career Planning Profile, 'a requirement for a'lJ students 
planning to enroll ^in the career-education programs at Firelands, 
is designed/to help stu,dents develop realistic career goals. 
Career development seminars and workshops are offered each 
quarter. The Strong-Campbell Interest Inventory provides 
students with data on specific career interests. Faculty and 
staff members are iavited to share" in the career planning ser- 
vices by classroom presentations by representatives of various 
careers. Literature on specific requirements for various careers 
is avaijable through the Counseling Office. 

^ For additional information c|)ncerning the services of the 
Counseling Office, contact Dr. RoBert F. \AavveVy Coordinator of 
Counseling Services. . 



Emergenc jes 

This, sets forth emergency ^procedures to be followed in the 
event of accident, fire, illness^ or physical plant problem. 
Members of the plant operation and ma intenance "staff are on 
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duty 24 hours a day, seven days a week, and have, been instructed 
to assist in all emergency situaticTns. 

TELEPHONE 

The Firelands Campus tel ephone -swi tchboa rd is open during 
regular 6f,fice hours (8:00 a.m. to 5^00 p.m.,; Monday through 
Friday, except for hoi i days) . Limited telephone service is 
available from 5:00 p.m. through 9:00 p.m. (Monday through 
Thursday, except for holidays) during those periods of regularly 
scheduled classes. 

* 

Off-campus telephone calls after the above hours may be 
made from pay telephones located in the West Building (first 
floor lounge), the East Building (Student Lounge), and the North 
Building (first floor foyer). 

• ' 

FIRE 

1. During regular office hours: 

a. Sound the nearest fire alarm. ^ . / 

b. Dial "0". for the switchboard opewJtor and sta^.e the 
location of the fire. ' . j/^ 

c. The operator will^call the 'Huron City F i re Depa rtment 
• (433-4M,4) ^stating the location of the fire. 

d. The operator will -notify the Business Manager. 



2. Outside regular office hours:" v 

a. Sound the nearest fire alarm. 

b. Proceed to the nearest pay telephone and dial "0" for 
the off-campus operator. State the location of the 

'fire" and ask that the Huron, City Fire Department 
''(433"4ll4) be notified immediately. This does not 
requ.ire the deposit of money. 

c. Inform the plant operation and maintenance personnel 
of the fire, and pj'roceed to a position outside the, 
building to await the arrival of the Fire Department. 

NOTE: Any fire extinguished by an individual should be called 
to the attention of the Business Manager. 



ERIC 



48 



z,3 

MISCELLANEOUS 

Generally physical plant problems (mechanical failures, roof 
leaks broken pipes, vandalism, broken wi ndows , etc.) should be 
rep.orted to the switchboard. Dial "0". 

.in the event that the switchboard is closed, inform a 
member C^the-^plant operation and maintenance staff. 

EMERGENCY ALARMS 

Firelands Campus buiVdings are equipped with many avenues 
of egress.. Accord i ng ly, 'when the alarm bel 1 sounds , students 
are to proceed as quickly, and in as orderly manner as possible 
through the ^nearest exit. 



West Bui Iding . o 

a. Persons leaving via the v/est doors of the West Building 
should proceed in a westerly d i rect ion unti 1 they reach 
t he 1 awn boun da r i es . 
, b. Those using the southeast .doors of the West' Bui Id ing 

in an emergency should turn to the right (south) as they 
leave the building and proceed to the extreme edge of 
the lawn area . : 

East Building 

a. Persons leaving the East Bui'lding Via the west doors of 
that building should turn left (south) and proceed to 
the end of the lawn area. 

b. Individuals leaving via any other doors of the East 
Building should continue straight ahead until 'they 

have reached a point at least 200 feet from the building. 

North Bui Iding o ' 

a. Persons leaving through exits of the North Building 

should proceed in straight lines away -from the*'bui Iding 
until they reach distances of at least 200 feet from 
the building. . ' 

It is mandatory that all faculty members and students leave' 
the building immediately upon hearing the emergency alarm bells — 
no exceptions. A signal for re-entry will be given followinq 
all drills. ^ 
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FIRST AID' — ILLNESS ° ' 

in addition to those emergency procedures discussed else- 
where, attention is directed to facilities located in each 
building to temporarily accommodate persons suffering from minor 
illnesses or injuries: - 

East* Bui Iding : Room 101-B located just off the lobby 
contains two (2) beds, a first-aid kit, and 1 avatory . 

West Bui Iding : Room 329-A contains a bed and wheeled 
stretcher. Room 335 (Faculty Secretary^ Of f ice) contains 
a first-aid kit. 

c 

^ fjorth Building : West Building location. 

In case of apparent major illness or injury, the person , 
so afftJ-icted should not be moved until competent medical aid 
(rescLtg^squad , doctor, etc.) is available. In such, instance 
the area should be cleared of all unnecessary personnel and the 
person made as comfortable as possible.** 

AMBULANCE SERVICE 

All. accidents or other emergencies requiring rescue, ambu- 
lance, or first-aid service should be reported as follows:. 

1. During regulaV office hours: 

a. Dial •'O^* for the switchboard operator and state the 
location and^nature of the emergency. » / 

b. The switchboard operator will notify ,the Huron City 
Rescue Squad (433-^114).- 

2. Outride regular office hours:' 

a. Proceed to. the nearest pay telephone and dial "0" 
far the off-campus operator. • • 

• b. Briefly state the nature of the emergency and request 

the Huron City Rescue S'quad (433-^11^) be notified 
to send an ambulance to the campus. .No money is 
needed tq/place the call. 
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Faculty Secreitary Guidelines 



\n ordet\ to^ feci 1 i tate the most efficient operation of the 
Faculty Secretary's Office, the -Fi relands Faculty formally adopts 
the follow-ing pVocedural roles.^* 

The Faculty recognizes that these procedural rules are 
necessary to provide the Secretaries ample time to plan and pre- 
pare the effective use of staff and equipment. 

The Faculty, therefore, deems it necessary to establish 
the fol Ipwing' rulesr of pr ior i ty ta govern the Secretary's work 
schedule, in the following order; ^ , 

1. Urgent administrative work as authorized . by the Dean only. 

2. .Preparation of class assignments and examinations. 

3. Reproduct ion of facul ty-prepared stencils {of dittos) 
designed for class .work. 

Professional correspondence for faculty. ^ ■ • 
5. Assisting the administration in preparat ion of officially 
' sanctioned university material. 

In Conformance with the above priorities the following 
procedures are establ i'shed : 

O ' * 

All reproductive and secretarial work is tp be given only 
to the Faculty Secretary, do not give it to a clerk.' If the 
Secretary is not in the office, place the material on h'er 
desk. This applies even when, the Secretary is absent for 
• the day. Requests routed in any 'other way will not be 

processed. ^ ' . 

2k hours is the minimum time required for short assignments 
|:o be gotten out; whenever possible allow more time. 

Final exam work or 'exams of over three pages should be in 
at le'ast one week before the date required. 

Indicate on the material the number of copies, date, and .time 
needed, or any special instructions (assembled, stapled, etc.) 

Completed work will be placed in the Room 335 file drawer 

which bears the instructor's number. 
* 
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The Faculty Siecretary*s office will be available for make-up 
tests between 8:30 and 10:30 a:m. ar^ between 1:00 ancj 3:30 \^ 
Special arrangements -for other timesfmay be made the day 

before. ' - • 

. . • 

Personal work done on the copy Fng machine will be changed 
* at the rate of 10^: per cop'y, unless*prior approval i^s 

obtained from the Dean of Firelands Campnjs or the Business 
Manager. Requests for personal reproductive work wi 11 be 
considered J howeve'r, such work will be done or)]^ after al 1 
Firelands Faculty class work is out and will be interrupted 
at any time that regular work is received. Co,st of all 
materrat U5ed will*' be charged to the faculty member re- 
questing the work. ' » 

' * Use copy machine in East Building whenever possible. 

' « 
The facilities of the Faculty Secretary's Off ice ^(telephone, 
etc.) are not to be used when the office is closed for lunch 
hour or night time hours. Do. not ask a custodial member to, 

unlock the office for your use. 

t> « . 

^ Since the -Faculty Secretary ' s Of fi^e Jias been established 
primarily for the assistance of the faculty, purely administra- 
tive work should orfly be assigned to_ the Faculty Secretaries 
when it cannot be performed t?y other^ secretarial staff and then 
only in conformance with the rules ^nd priorities set forth above 

Final Examination Schedule. 

'The official policy of the University on final examinations 
as (Provided by the Faculty Senate on October 18, 1.966, and 
authorized by the President on November 30, 1966, reads: 

"...that all classes meet according to the calendar in the 
catalogue, that final examinations for all students be held^ 
at the hours of fic ial ly 'scheduled , except with specific 
permission of the Office of the Dean of Firelands Campus, 
and that all grades be reported at the appropriate t ime 
after the final examination period." , 

Permission of the Office of the Dean* at Firelands may be 
secdred by providing a memorandum in writing stating the time 
for which the examination is scheduled, that time at which it is 
desired to Offer it, and the reason for the change.' Provision 



52 



• • • • ; * ^7 ' 

for make up or specification that no conflict.^ with other ^ 
examinations are involved must be Included. This memorandum . 
endorsed by the Dean of Firelands Campus, should be foVwarded ' 
by. the Dean to the Provost's Office^. An 'immediate response 
by telephone will be confirmed in wri'ting by the^^jiext . day. • 
Perm^ ss ion wi 1 1 not be granted to schedule examinations during 
the last week of classes at times o.ther than the regular me.etrng * ; 
time of the. class involved. No permission from the Provost's 
: Office is Required in order to provide 'a make up examination for 
one or two students on the grounds of conflict. or other urgent 
reasons for being absent from the final examinatipn. 

, , NOTE: There is no University requirement that a final 
examination be gi^ven. The requirement is that should one be 
given, it be given at the scheduled time. Make-up examinations 
for individual stjjdents may be arranged by'the instructor at his/her 
discretion. * . , r 

Guidel i ne s for Faculty Appointment at Firelands Campus 
— _ f . . - — ^ 

1. The procedures for; faculty appointment to Firelands 
' . .Campus is the same as for the Bowling Green^ State 

Un i vers i ty^Campus PLUS, two additional steps. The 
" approval of the Dean of the 'Fi relands Campus, who 
actualjy offers the contract, is required in^addition to 
; recommendat ions frbm the main campus departmental 
committee and a committee of peers at Firelands. Campus. 

2. A faculty member's load will be 36 quarter hours per 
academic year or approximately 12 quarter hours (or 18 

. contact hours) for each of three quarters. 

3. It may be necessary to assign classes jn the Fremont- 
Resident Credit Center to. Firelands Campus faculty 
member's. Necessary travel expenses wiTl be reimbursed ' 
according to the Travel Reimbursement Policy of Fire- 
lands Campus . o 

^."The Dean of Firelands Campus approves matters affecting 

-(.faculty conditions of employment; such as, sick leave, ^ • 
travel authorization, absences from class, assignment 
of teaching loads, etc. 

5. Faculty members are respons i'bl^ for placing textbook ^ ^ ^ 
orders through the Bookstore or the Business Manager.^ 

6. Faculty members are expected to live within commuting' 
distance of the Firelands Campus.. 

7. Tenure is in Bowling Green State Univer$ity upon recom- 
mendation by the department wi th ass i gnfnent at Firelands 
Campus. Faculty contracts* specify that! the ass ignment 
is to'* Fi rel ands Campus. 
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Ident if i-cat Ion Cards ' ■ ' ; 

Each contract employee In the academic area should check 
with thp Office of the Dean for an^ ID card. > a ^ 

Instructional *Media Services^ , 

AUDIO- VISUAL EQUIPMENT _ . 

The following equipment is avai^lable for instructional use: 
reel -to- reel and cassette tape recorders , overhead prpjectors," 
opaque projectors-,' .1 6mm movie, projectors , 8mm loop projectors, 
black and white 1'^ vid^o tape equipment, 35mm si ide projectors , . 
fi Imstr'i p projectors J f i Imstrip/cassette projectors , ^sl ide/ . 
cassette projectors, and 35nim camera. • 

The listening center is avail|able far class-room or indivi- 
dual use at all times. There are three (3) tape recorders 
and one Q ) turntable included in thq centner's console. Ten 
of the booths are equipped with recorders*. 

To request audio-visual equipment, notify Margaret Weiker,, 
Library Secretary, in advance o'f the date of use. Notification 
can either be done by< phone (Ext. 211) or by using an equipment 
request form, ava i 1 ab 1 e in the L|br^Ty Office* The equipment 
will* b^ placed in the classroom and removed when use is completed. 
Requests for regul a r- usage (i-.e.j. every Monday night from 
6:00"-9'00 p\m.) need only be made once per quarter. Most 
overhead projectors are permanently assigned to classrooms by 
faculty request. * . ' 

INSTRUCTIONAL SUPPORT SERVICES 

A variety of services are provided to facilitate instructiqn. 
Equipment and staff^are available to laminate and/or mount visuals 
prep'are 'transparencies, dupl icate tapes , .photograph neater i al s and 
develop sound sTide programs. Request's for, production services 
should "be- made as fah in advance'as possible. 

FILM RENTALS ' ^ / * . • 

film catalogs are a\)ailable for use in sel ect i ng \f i 1 ms for 
classroom showing. FMm orders must be placed as early-as • 
possible to i nsure ^ava i 1 ab i 1 i ty' of fil'^s' oh the, date SQ^i^duledT 
Place orders In the Business Office. 



SHUTTLE SERVICE 

There is a shuttle service sever-al times weekly between 
the Library in Bowl ing Green and- the Firelands Campus, Books 
may be checked out for the quarter and journal articles photo- 
copied. The Firelands Library has a coitipl ete. 1 i st ing of main 
campus periodicals, „As time^ermits subject bibliographies 
of Bowling Green holdings will be'done'^at the request of faculty 
members. 

Insurance (Student travel Risk) - 

- Faculty members are aclvised that students shoiild be * 
encouraged* to participate in the University's insurance program 
when engaged in official activities (such as field trips) which 
require th^t they leave Firelands Campus--unl ess they have 
signed official Waiver forms (available from the Business 
Office^ The charge to'^the student i^s 1 per day. The 

nrtjctor should collect the money from students and give it, 
ddition to the names and social security numbers of partici- 
pants, to the Dean's secretary. Waiver forms, when signed, 
should be sent to the'Office of the Dean. * 

This procedure should..be completed at least ^8 hours' (2 
days) before the trip is scheduled to be made, . ^ ' 

DESCRIPTION OF HAZARDS / ^ 

The hazards against which insurance is provi ded under this 
policy are injuries sustained by an insured person while travel ing 
to and from and while participating in all activities, except 
the play or practice of competitive athi et i c act i vi t i es , approved 
and sponsored by the University away from the campus. This 
polFcy provides 2^-hour coverage for such activities. 

BENEFITS AND COST ' ' ^ ^ 

When injury^ results in death or requires medical treatment 
by a legally quali.fied physicial or surgeon. Confinement within 
a hospital, employment of a 1 i censed. nurse; X-/ay examination, 
or ambulance use, the benefits are as follows:' 

For Death Maximum Med ical Cost per Day 
$5,000 $5,000 ]Si ' - ' 
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WAIVE'R RESPONSIBILITY 

Students not desiring travel risk insurance musl^ sign a 

waiver' to that effect. Forms are available in the Office of the 
Business Manager. 

Keys ' ' ^ 

It is the function of the Office of the Bus i ness ^Manager to 
assign keys to all personnel, including occasional persons to 
whom keys may be given^for temporary and specific use. All keys, 
except those charged to fndividuals remain in the custody of the 
office. • 

It is directed that all who know they have building and 
equipment keys not regi stered in the Office of the Business 
Manager report the fact at once and take immediate steps to have 
the key(s) registered. 

It is not the intent of this action to deprive any person 
' of the convenience of having a key or keys if nis/her position 
justifies same. The purpose is to account strictly for all 
keys and maintain a centralized office where keys may be obtained 
by those who have legitimate need for. them. A4so, this plan 
wiJ 1 remove from all, except the Bus iness .Manager , the necessity 
to make what is ineyitably an unpopular decis?on on occasions when 
■ keys may be denied individuals. 

In the event University keys are lost or strolen, the office 
should be notified, in writing, of the circumstance as soon as 
possible. 

Library 

For complete i nformat ion concern i ng library hours, services 
available and procedures for book. orders, reserves, and instruc"- 
tion in library use, refer to the lates^t edition of Libra ry 
Information for Faculty . 

SELECTION OF MATERIAL 

Faculty and staff participation In^ the selection of books, 
periodicals, and audio-visual software helps to assure that the 
collections will be most useful for supplementing the curriculum 
and operation of the campus. 
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Active participation /in the selection >roces?'in the ar^a 
of faculty and staff members* specialization is expected since 
they are best informed relative to publication in their fields. 

t ■ " 

Suggestions should be subiiiitted to the Library on request 
cards that 'can become a record of the action taken. Suggestions 
should include as much information as is available about the work 
requested. Complete information reduces the time required for 
processing and, therefore, speeds acquisition of a 'desired 
title. ' • . 

Request cards are available at the Library. The Library 
staff will gladly assist the faculty and staff members in the 
location of books, book reviews, bibliographies, and other aids 
to book selection. ^ . 

ARCHIVES " 

i 

The Firelands Campus Library has the responsibility of 
collecting the materials concern ing' the educational and adminis- 
trative policies of the campus, as well as publications by and 
about administrative officers, faculty members, students, and 
others connected with the campus. Minutes, papers, correspondence 
committee records, histories or- descr i pt ion s of the campus, 
catalogs and registers, photographs of and descriptions of 
student act ivities , programs , biographical materia 1 s student 
newspapers and magazines, and other publications should be 
collected and preserved in the archives. 

The Firelands Campus Library-al so acts as a collection agent 
for the Archives of Bowling Green and forwards materials to the 
University Library for inclusion in the Archives. 

All faculty and staff members are requested to send copies 
of any of the above kinds of materials to the Firelands Library 
for -inclusion in the Archives. It is desirable to have at least 
two .copies for the Firelands Arch-ives and two for the University 
Archives. Please send at least four {k) .copies of all .publica- 
tions to the Firelands Library. If you are in doubt about the 
value of materials, please request .an evaluation of them'^'before 
disposal. Revisions are counted as new publications even if no 
significant changes are made. 

Advisors are requested to remind student groups that the 
Library needs to preserve the records of their activities.. 



57 



52 



Lockers ^ 

University officiajs must have immediate access to all 
lockers. Only University-approved locks, as sold in the Book- , 
store, may be placed on lockers in the North and West Buildings. - 
Other kinds of locks will be cut and removed 72 hours after 
notification of intent. 

Mail (Outgoing ) - ' 

No personal mail will be posted unless stamps are affixed 
or unless the Dean's secretary is paid for stamps. University 
funds may be expended only for OFFICIAL MAIL. Official mail 
mucgt b£ unsealed when given to the Dean's secretary for mailing. 
It is then run through the postage metei — in contf^ast to the use 
of stamps for personal, or non-official mail. 

If a first class letter is to be sent with material other- 
wise eligfble to be sent third class, please inform the •secretary 
of that fact so advantage may be taken of "split-class" rates. 

Routine correspondence with offices or persons on the BowUiJng 
Green campus should be noted as such by affixing the initials 
"CM." (campus mail) on the up^er right-hand corner of the 
envelope. 

Personal mail should be sealec^ and stamped . 

' Office of News Services . ' * 

The Office of News Services is the official agency desig- 
nated for the dissemination of Firelands Campus news and informa- 
tion, to the various news media. 

The Office of News Services covers news and feature stories 
about University-sponsored events, research programs, academic 
accomplishment, student achievements and Bowling Green-Fi relands 
Campus^ continued efforts to provide ^ quality education to the 
community.. . ' 

Because of Campus growth and staff limitations, it is diffi- 
cult for the News Services to keep in constant contact with all 
campus news sources. Therefore, it is helpful if each faculty 
and staff member can keep the News Services fully informed of 
significant activities. New projects, 'part icularly 'those of . 
service to students and the public, academic achievement and 
honors, and research are* of special interest to News Services. 
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The Office of News -Services may be contacted through 
'writing, telephoning or personal visits. Offices are located 
in the East Bui Id ing. 

• Office Suppl les 

AJthough we furnish some office supplies, our limited 
resources will not permit^ 6ur supplying you with some less - 
essential" i tems' on »an individual basis. Thus, yovj may have to 
do a little sharing (or provide your own) when you need a desk 
stripler, a three-hol^ie punch, or tape dispenser.^ We have had 
some of these Ttems and we "have issued them on a limited basis. 
Some also are available for use in the office X)f the Faculty 
Secretary. ' • 

Supplies usualjy avai'lable for your official use include 
blotters, gradebooks, thumb tacks, rulers, paper clips, scratch 
pads, grading. pencils, lead pencfils, ball point pens, file 
foldbrs, file guides, stat i onery , 1 egal pads, index cards , ditto 
masters, and loose leaf binders. These are dispensed at the 
Office of the Faculty Secretary. 

Personnel Files 



The Office of the Dean maintains a confidential persor^nel 
file on each faculty and staff member in the academic arol. 
Faculty/Staff Employment Record forms , ^transcripts of academic 
records, and other docu/nents are kept in this file. When you 
pojblish a scholarly a^^rjiicle or monograph, when you present a 
paper before, a learned society;^, receive an important award or ^ 
otherwise 'distinguish yourself in a professional or scholarly 
manner, please file the information in this office. A complete 
curriculum vi ta should be on file; you' may submit an updated ^/^ 
v! ta at any time. . Biographical information which you wish W 
make publicly ava i 1 abl e ^ shou I d be placed on file with the OFfiTe'^ 
of News Services.' ^ . ' * 

. " ' ^' 

Posting of Notices ' 

Experience has taught that the use of Scotch Tape (or any 
cellophane-type tape) on painted or varnished surfaces results 
in.pulling ofl" the finish when the tape is removed. We have had 
to. do some repainting in the buildings every summer because of 
this.. ' . - 

h 
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. n ■ . • 

Use masking tape when it is necessary to post notices on 
painted or varnished surf aces--whi ch we hope will not be often* 
Actually, it seldom is permissible to post notices on p^ainted 
or varnished surfaces and doing so without authorization can 
result in removal without prior notification. Authorization, 
can be obtained from the' Business Manager, Room IJ^, East 
Bui Iding. 

■y 

Generally spea.king, notices should be confined to bulletin 
boards provided in the buildings for the express purpose. 

No notices should be posted on doors and/or glass surfaces 
at any time. , 

Purchas i ng 

Firelands Campus organizes and administers purchasing in 
accordance with respons I b i ] i^ty and authority delegated by the 
Vice-President for Operations of Bowling Green State University. 

No individual has authority to enter into purchase contracts, 
or to obligate Firelands Campus^^for indebtedness, unless 
specifically authorized to do so by the Dean of Firelands Campus 
or the Business Manager. The term "purchase .contracts" also 
includes aJJ_ rental agreements for any^ and all purposes-^-phys i ca 1 
education classes, intramural sports, pageants, plays, etc. Any 
such negotiations are considered unauthorized purchases and the 
individual may incur personal obligation to the vendor. 

^ All purchase requests are to be forwarded to the Office of 

the Business Manager for processing. 

,ln the event you have questions, please contact the Business 
^ Manager, (Extl 238). 



Retirement System 

The deduction for Ohio State Teachers Retirement amounts 
to 8% per month. For non-academic personnel j the deduction for 
Public Employees Retirement amounts to 8% per month. If you 
desire further informat ion^ concerning the retirment system, con- 
tact the Business Manager or call R. H. Meister, Room 322, 
Main Campus, Administration Building. 



/ 
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Schedule Changes (Student ) , 

Students must attend the sections for which they enrolled*. 
A student desiring to change his/her schedule^ust complete 
a drop/add form, have his/her advisor sign the form, and return 
it to the Registrar's Office at Firelands Campus. Instructors ^ 
• will receive notification of sched(|^e updates during the quarter. 

Smoking Regul at ions * 

In academic buildings, smoking is permitted in offices and 
in other areas where ash receptacles are provided. The following 
reguj^at ions , however, adopted by the Board of T^ru.stees May 9, 
1959, apply particularity to classrooms: * 

•'There shall be no smoking in any classroom, laboratory, 
or other instructional room in any University building at 
any time. All persons entering any classroom building or 
the Lib-rary shall conf i ne • thei r smoking to the areas in the 
respective buildings in which smoki ng is permitted as 
clearly indicated by official University signs posted in the 
buildings, and shall refrain from smoking in allother 
areas of such building.'' • ' 

In conformity with University regulations; there i s No 
Smoking in Classroom s , Laboratories , Rest rooms , El evators 
or other areas that may be des i gna ted 'f rom t i me-to-t i me. - Fire- 
lands buildings are equipped with strategically placed urns and 
ash trays. Please use them and help preserve our facilities. 

- Space Assignments 

Requests for space assignments by students, student organi- 
zations, faculty and non-university groups are made on a form ' 
which may be obtained from the Business Office, Room 11^, East 
-Building. This form should be completed, returned to Room 11.^ 
for approval prior to the expected, date of use. 
>* 

^ Approved assignments are signed by the Business Manager and 

' the Administrative Assistant (for the Dean) and entered on the 
campus-wide calendar in the North Building lounge area. The 
calendar is available to anyone wishing information regarding 
meeting places and times. ^ 
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Conflicts and disappointments can be avoided by strict 
observance. of the space assignment and calendar regulations. 
No event should be announced prior to receiving approval, in 
writing, from the Business Manager and the Admir^l^t rat i ve Assistant. 

Student Records 

A copy of all student registrations is retained in the 
Reigi$trar's Office at Firelands Campus. If a student's name 
does not appear on the cl^ss roster,, or if the student is unsure 
as to his correct section number, refer Mm to the Registrar's. 
Office at Firelands Campus. > 

Information concerning a student's high school record and 
American College Test results are avaiTabfe for many students. 
Instructors interested in this information should visit the 
Regi>strar ' s Off ic^e at Firelands. 

Telephone Toll Calls 
1 • • — 

There are two kinds of cal 1 s--personal and business. The 
former should be identified when you ask the PABX operator to 
pi ace the cal 1 s . She wi 1 1 then make ^a record , our bi 1 1 s wi 1 T be 
scanned when they arrive^and y^ou wi 1 1 be not if led of the charge. 
Also, it is possible for you (and weoprefer) to have the operator 
charge you r 'personal long distance calls to your home phone bill. 

Long distance calls for business purposes should be made 
Qhly after you decide that the urgency of the matter requires 
a call. Letters have the advantage of providing, a record of 
your requests, etc. Also, if it is not a personal matter, perhaps 
you can tell the PABX operator or Dean ' s Secretary what y9u want 
to know and one of them can include' your inquiry on one of the 
other calls we may have to that same office on that same day. ____ 
This doubling up often saves the charge of a s^paFafe pRone call. 

Testing Services (See Counsel ing Services) 

Travel Regu 1 at iolis 

The follbwing are travel regulations appl icable to all. 
full-time Firelands Canipus instructional and administrative 
personnel . • 
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•Please note that travel (to conferences, conventions, etc.) 
which would result, in an instructor not meeting scheduled classes 
must be approved by the Dean of Firelands Campus from two-four 
weeks in advance of the event. Travel request trip authorization 
forms are availat^le from the Dean's secretary. 

Each full-time faculty member is allowed a maximum of $75.00 
per year for reimbursement of approved travel expenses between 
Firelands and the Bowling Green ^ampus on of f i c ia K bus i ness , 
and/or expenses in connection with attendance at professional 
meet i ngs , etc . / • 

Travel expense reimbursement forms may be obta i ned- f rom 
the Business Office" (Room llA in the East Building) or the 
Faculty Secretary's Office (Room 535 in the West Building). , 

If you desire clarification of the regulations, contact 
the Business Manager (Ext. 238). 

PERSONAL AUTOMOBILE ' ' ' 

1. 13c per mile allowance, to include all expenses incurred 
except parking and tolls. ' ? 

2. Only one person may claim mileage when two or more travel 
together. " ^ : 

3- Driver is responsible for liabi-lity^ insurance. However, the 
University carries a Travel Risk Policy for employees 

V while traveling on official University business and a policy 
for University-owned vehjclesV ^ / 

k. No mileage is allowed* for travel between home and Firelands 

^Campus ^ - — ™™ — . — '. ^ — 



5-' ''Allowable round-trip mileage between Firelands and the 
Bowling Green Campus is ]2k miles. 

OTHER TRANSPORTATION EXPENSES *\ 

1. Turnpike tolls and taxi fares, are reimbursaBl^e (no receipt 
is requ i red) . 

f 

2. Parking expenses may be reimbursed provided receipts are 
submitted for cost exceeding five dollars. 
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.TRANSPORTATION BY AIR, RAIL, OR OTHER COMMON CARRIER' 

1. - H Travel should be at the lowest available convenient rate. 

2. * Recei pts are requ i red for reimbursement . 



LODGING GUIDELINES , ' 

1. * Receipts* for lodging are required, and the actual cost will 
be reimbursed. If receipts are not provided^ the assump- 
tion will be that the traveler dbtairied accommodations at' 

' no cost to the , Un i vers i ty. Travelers are encouraged to 
obtain reasonable accommodations. If the room is share<] 
v^jth others, the rate should be reduced accordingly. in 

, the event an employee's spouse accompanies him (h.er) on a 
trip and no evidence is furnished indicating the room rate 
for single, occupancy, thev employee will be reimbursed 
at no morfe-than two-thirds (2/3) of the lodgi'ng charge for 
.double i^cupancy. 

MEAL GUIDELINES • ' / , 

1 When overnight travel is involved, the actual and reasonabl 
cost for all meals wiM be reimbursed^* 

2- Reasonable time: If no overnight travel is involved, meals 
will be reimbursed p,rovided travel is required outside a 
20 mile radius of Huron, ,Ohio, and: " ' 

a. Breakfast : If the traveler departs prior to 7:00 a.m. 

b. Lunch : If the traveler departs prior to 11:00 a.m.^and 

' returns after 2:00 p.m. 

c. D I nner : ^ I f the traveler departs^ prior to 5:00 p.m. and 

returns aftfer 7:00 p.m. 7— — 

3. Meal expenses incurred during routine trips to and from 
Bowling Green, Ohio, are excluded f rom'reim^ujrsement. 

Reasonable allowances: The pol icy 1 ntends to defray ttie 
Actual and reasonable costs for meals/ (no receipts are 
required). ' Questions will undoubted-ly arise concerning 
the maximum, cost which is considered reasonable. Thferefore 
the. fol lowj pg gujdel ines may be hel pful : 
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a. A 'reasonable allowance for meals is as follows:. 

I n-State Out'-of-State 

Breakfast $2.00 $2.50- i 

r Lunch 3.00 3-50 

-Dinner . 6.00 7.00. 

b. The actual cos t^ for meals at conferences and other 
meetings will be reimbursed if the amount is jn excess 
of "the maximum rates suggested above. Conference 
literature containing quoted rates or actual receipts 
should be furnished to justify full reimbursement. 

Other exceptions may be authorized by the President, the 
Provost, or a Vice-President through-.the Dean of Firelands 
Campus. 

REGISTRATION FEE GUIDELINES . . ' 

' 1..' Registration fees often include the costs for meals and 
lodging. 

2. Registration fees can be reimbursed in full provided a 

receipt is submitted and provided written evidence clarifies 
what meals and lodging are included (or excluded). The 
printed program, receipt, printed 1 j terature, or letter from 
the organization indicating- such explanation will be 
- acceptable. , 

OUT-OF-STATE TRAVEL 

-Lf^t_ra_vel___ IS by car, the maximum mi leage reimbursement 

allowed shall not exceed the total equivalent cost of the lowest 
rat^d airline fares for the number of employees traveling 
together. , , 

MISCELLANEOUS EXPENSES ' 

Rental of equipment, meeting rooms, state car expenses and 
other necessary and reasonable expenses may be jeimbursed (if 
receipts are submitted for items costing $5 or more). 
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TRAVEL POLICY APPlI CAT IONS 



This, policy is applicable to al 1 Un i vers i ty related travel, 
including al 1 operating budgets, construction funds, and Federal, 
private and other grants (unless grantor specif icajly authorized » 
in writing that a different policy shall apply). 

TRAVEL EXPENSE EXCLUSIONS 

1. Expenses for guests, tips, ^entertainment, fl ight insurance, 
alcoholic beverages, and State sales tax. 

2. - Travel expenses for "field trips" involving student groups 

such as music activities, debate teams," athlet ic teams, etc. 
are reimbursed on the basis o!^ actual expense subject to 
budget limitations. The Dean's Offish js to be informed 
forty-eight hours before a field trip is made. 

PROCEDURES R£)R PRERARING TRAVEL EXPENSE REPORT . . 

1. The original and two (2) signed copi.es of the*travel expense 
report should be submitted to the Office of the Dean of Fire- 
lands Campus for approval ahd subsequent processing. ' 

2. A traveler's signature on a travel expense report constitutes 
certification on the propriety of all expenses while on 
official University business. Expense reports should be 
sumbitted monthly or, at least by the end of each quarter. 

■ : • 

3- Travel expenses are not paid in advance. 

\, Expense checks will normally be mailed to the traveler's 

home address wi thin approximately five (5) days after the J 

expense report —?~&-H^eeei-ved'^iTrTFfe"T)Tf ice of the Dean of 
Firelands Campus . (provided the report Is accurate and conf- 
plete. Errors such as lack of receipts, insufficient ^ 
information, etc. will dejay reimbursement unti 1 clarified). 

5. Trips of two (2) or more days duration may be grouped on a 
single travel form to avoid using a separate line for each 
day. ' ' 

N. ^ 
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Travel expense report forms may be obtained from either 
the^'Fi relands Campus Business Office locared in the'^East, 
Building, Room 11^, or the Facul ty Secretary ' s Office 
located in the West Building, Room 335. 

Questions should be,«referred to the'Business Manager, 
(Ext. 238). . ' ' 



UNIVERSITY -OWNED AUTOMOBIl!ES 

I - /The following is an, excerpt from the State Department 
of Fi nancfe, Travel Regulations:*" 

' ^State-OWoed Automobiles 

Au'tomobi.les whicfr are^ the. property of the State of Ohio 
may bemused only ^or pfficial businessiof the State and 
shall be opera^ted^at .^1 1 times to comply yith the pro- 
visions of , the law and rules of the road.* Jt shall 'be 
the duty of thesj^pera'tor of. each State-owned motor: vehicle 
to render every- -ass i stance and courtesy to al T other 
travelers on the highway. ' When involved in any accicfent, 
ftje reports requirepi by law shall.be made immediately 
^together with' a wri tten rei:^ort to the employee's immediate* 
superior. If any person other than a State employee fs 
conveyed in^a State-owned^'vehicle, it shall be the -duty 
of the employee to' notify such person that he shall be'*'' 
conveyed only at his own ri%k." * 

\n add i t ion .to- the\,atove, the fol lowing .guideljnes have 
been developed to assist us with regard to oqr vehicles." 

2. When involved in any accident, a w'rTtten report is to be ' 
submitted ,to the Dean of- F i r e+a-rtds-Gafnpu-s , 

3. Out-of-State travel is not permis'sible. 

^. Routine visits to the Bowling Green campus to attend 

departmeptal meetings, etc. will be chargeci to the trave^l '''^ 
alli^ance of a full-time faculty meinber at the rate of ' 
1 Oi^ pe r m i 1 e . y " 

5. Students tr^avel i.ng in 'a University-owned motor vehicle 
must be insured (see Insurance-Student Travel Risk). 
Arrangements for University insurance-'Tfbver^age must be made 
^8 hours in a(Jvance of the trTp through the-. Dean's secretary. 
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6. A^^angemn'ts to .use On I vers j ty~owaed vehicles should be x . 
made with the Business Manager- 48 hours in advance of the. 
plan^ied travej to assure Vou- of therf availability*. ^ ^ 

Tutor'rng Services ^see Counseling Services ) » . . 

Vehicle Regulations ' * • , 

Faculty members and students are to read and comply with 
Firelands* Campus Motor Vehicle Regulations, for 1975-76. » Decals ., 
are to be attached' to the rear .bjimper as specified. Regulations 
and decals may be obtained at ^the 'Bus iness Office, Room 114, *. 
East Bui Id ing, * . ' ; 

Parking regut^Ffions are enforced during d,ayl ight; "and 'evening 
hours. Do not' park on- main drive, ramp-loading dock, service 
circle, or service court behind North Building. The entire area 
from ilye 'Beach Road to our buildings is designa-ted" ja Fire Lane — 
as IS the ring Voad on fbe perlmetfer of the parking 'lots.; Visitor 
•paj-king (15 minutes) is perifiitted around ^th^ outer edge -of the 
service c i rcle--except for^n area at the re hydranl.^ You are ^ 
ayvjsed to 'bScome famiUar wi-th penalties for violat ions as 
efiumerated^in the Motor'Weh icle Regulatiqns. Fines ''ar^e paid.^ ' 
at *the =Fife4lands Bus iness Off ice" or tcr fheXJn i vers i ty . Bursar./^ 
.Grades^'fi Sktudents are withheld at. the cpnelus io^'.of the quarter *; 
for those who have -fines due. - xjv 
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Office of The Provost 
Bowling Green, Ohio 43403 



October 6, 1975 



MEMORANDUM 



TO: 



Cabinet, Deans, Department Chairpersons, SEC 



FROM: Sheldon Halpern, Vice Provost for Facu-lty Affairs S 



RE: 



FACULTY PERSONNEL MANUAL 



Attached for your use' (and comment) is a draft policy and 
procedures manual in the area of Faculty Personnel. Eventually, 
it will be revised and integrated into a University-wide 
manual being compiled by Resource Planning. 

The Academic Charter, when, finally approved, will be attached 
and cross-referenced throughout. In the meantime, the 
Faculty Charter should be used as a companion document to 
this . ■ , -4 

Although I have tried to make the manual as inclusive as 
possible, I cannot guarantee that there are not important 
omissions. Please do not consider this draft as the last 
word on anything; 
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SH/ec 
End : 
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BOWLING GREEN STATE UNIVERSITY 
FACULTY PER^OIWEL MANUAL 

Contents ^, 

I. Contractual Policies and Procedures 

A. Appointment and Hiring 

10. University Policy* on Faculty Appointment and Tenure 

20. Permanent and Temporary Faculty 

30, Faculty Staff Allocations 

40. Faculty Position Fund Transfer 

50. Probationary Appointments ^ 
60. Intern-College Appointments 

70. ^Administrative Relationships of Programs and 
Program Directors 

80. Titles of Adjunct Faculty 

85. University Professorships 

90. Compensation for Overload Assignment/Faculty 
' J. 

91- Compensation for Overload Assignment/Administrators 

B. Recruiting 

10 . Affirmative Atetion/Faculty Hiring 

15. Advertising for University Positions Faculty/Contract 
Support Staff 

20. Information and Control Procedures Faculty/Staf f 
Appointments 

25. Emergency Search and Screening Procedures 

(Contract Staff) . . 

- 70 

ERIC 



Facult^ Personnel Manual «2-' 
Contents ^ 

C. Salary and Payroll 

10. Policy Governing New Appointments to Chairmanships 

2 0. Summer Salaries. 

. 25. Part-Time and Overload Faculty Salaries 

30. Payroll Pirocedures o " 

35. Univei^sity Policy .on Federal Tax Withholding 
from ,Pay?-oll 

D. Benefits . - ' ' 
io.- Insurance Program , " ' „ 

20. Fee Waiver. Po'licy - Bowling Green Sta£e University 
Empl'byee and/or His or Her^ Cohabitant Spouse, 
/ Child and Children 

II. Professional Standards 

A. Academic Freedom and Rights 

10. Freedom of Political Expression (Senate) . ^ 
20. Freedom of Political Expression (Trustees) 



r 



/ 

B. Academic Responsibilities 

10 . Teaching Responsibility 

20". Professional Responsibilities 

22. Statement of Professional Responsibilities 
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Faculty Personnel Manual -3-. 
Contents 

C. Institutional Responsibilities. 

10. Policy Statement on Conflicts of Interest 

15. Conflict of Interest Teaching 

. 16. Letter - To: .Board 'of Trustees 

From: ^ Stuart ^R. Givens, Chm. 
Faculty Senate 

20. Extramural Gainful Employment 
^. ,30. Faculty. Access to University Attorney 

♦ 

III. ^Ivaluation Policies* and Procedures 
' A. Criteria 

I 

• ? £» 

20. Evaluation of ' Probationary Faculty for Tenure 
B\ Procedures 

0 

* ... - * 

■ "10. Format for Academic Vita 

I. 

15. Grievance Arbitration Procedure. 

0 . ' ■ - 

% 

IV. Termination Policies and Procedures ^ - 

A. Voluntary^ Termination - 



B. Involuntary Termination ' ■ 

\ 

r 

20. Processing Faculty Application for Unemployment 
Compensation,. 
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LIST OP ABBREVIATIONS 



A. & S. 

Acad. C 

B. A, • 

Board 
CAB 
CHR 
CMA 
Deans 
Edue. 
Grad 
HCS 
SEC 

Senate 
VPAS 
VPFA ' . 
VPMA 
VPOP 
VPPS 
VPR . 
VPRP 
VPSA 



College of Arts & Sciences 
Academic Council 

College of Business Administration 

'Board, of Trustees 

C6-ordinator of Academic Budgets 

Co-ordinator, . Human Resources 

College of Musical Arts 

Council of Deans 

College of Education 

Gradua|:e College * 

College of Health and Community Services 

Seriate Executive Committee 

Faculty Senate ® 

Vice Provost fftr Academic Services 

Vice Provost for Faculty Affairs 

Vice Provost fpx I;linority Affairs 

Vice President "for ' Operations 

Vice-President for Public Service 

Vice Provost for Research. 

Vice. President for Resource Planning 

Vic^ Provost for Student Affairs 
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BQ^^ING GREEN STATE UNIVERSITY FACULTY PERSOtTNEL MANUAL 



SUBJECT: University Policy on Faculty ^ DOCUMENT NO:. I-A-10 

Appointment and Tenure* . * . 

PAGE 1 OF 5 

SUBMITTED BY: Senate 
APPROVED BY: Board 

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: May 10, 1968; 

May 20, 1971; August 27, 1975. . ' ,'. , 

^ EFFECTIVE DATE OF POLICY/PROCEDURE: August 27, 1975 

General Policy . In order to insure instructional ' service 
of high quality in an atmosphere of academic integrity and mutual 
confidence, it is the policy of Bowling Green State UniversJLty ' 
^ to provide stable employment to every faculty member during' the * 

period of his contractual service to the University and to provide- 
assurance of .opportunity for continuous employment to every qualified 
faculty member who has attained permanent tenure as described in the 
following paragraphs, ^ * 

II- Kinds of Appointment , Appointments to the .teaching faculty 
^ of the University shall be of two ki nds: 

* A. A regular appointment shall be for tenure or for a probationary 
^ period of 'service leading to permanent tenure on the teaching 

faculty. . A regular faculty appointee while on probation 
shall be- eva^luated each year. ^ The appointment may be terriri- 
^ nated by action of the appointee or by action of the University 

as hereinafter provided. * / 

" * ' V 

B. A temporary appointment may be full-time or part-time, ^ 

1. Full-time temporary appointment shall be by annually * 

* renewable agreement and may continue for a period no — ' 

longer than six years for an Instfiactor, five years for 
an Assi.^tant Professor or Associate, Professor. ■ This ' 
0^,; • maximum period, shall be reduced by one year for one year 

of prior full-time teaching experience at an accredited 
college or university , and by two ye^rs for two or more 
years of -such experience. Temporary appointment may. be 
terminated by action of ^^the' appointee or by action of 
the University as hereihaf t-er "^provided . 

2. Part-time temporary appointment , shall be for service 
less than full-time during a given period and/or for 

any' period shorter^ than an academic year; " All ' part-time '* 
. '* ' appointments shall terminate at the conclusion of the 

appointment period without further notification • 

^11- . Terms in Writing . ^ The type and status of appointment or changes 
in the type and/or status of appointment shall be in writing and in 
a form approved " and executed by ^the University and the employee. 
^ Faculty rank (appointment^hy change in status (promotion) and tenure 

• ERIC an. academic department shall not be granted Without the consent 74 
QB^ta of the dep.art'ment affected. In the event conseaijt is not granted. 
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the academic department involved shall file a complete explanatory 
report with the/ Academic Council stating the reasons for not granting 
the consent in the specific case involved. The Academic Council 
shall be the. final authority to sustain .or reverse the original 
decision of the academic department. Failure of an academic depart- 
ment to file a complete explanatory report as herein requiired within 
fifteen (15) days from .the date of written notification that a 
specific candidate is nominated' for appointment with rank in the 
department affected ^shall constitute consent / except that when 
classes are suspended for more .than three days the waiting period 
shall be thirty (30). days. The Academic Council may* extend the 
.time periods noted above for' an additional period of fifteen (15)/ 
days' in those instances where in its judgment such extension of ■ 
time is deemed advisable.. ' 

IV. Probationary Period ,' The period of probationary service on a 
regular appointment to the teaching faculty shall be six years for 
an Instructor , five years for an Assistant Professor or an Associate 
Professor. ^Appointment at the rank of Professor^ (except Visiting 
Professor) ' shall carry immediate tenure.. All years of prior full- 
time teaching service at Bowling- Green State University and in 
other accredited colleges and universities , and/or all prior years 
of other kinds of full-time employment deemed by the University to 
be directly applicable to teaching service shall count in meeting 
the probationary period requirement; provided, however, that in any 
case the probationary period shall include full-time service on the / 
faculty o£o Bowling Green State University of four years for an • ' 

Instructor, three years for an Ass is tant Prof essor and t'hree y^ars • 
for an Associate Professor. Part-time service and time spent on 
leave of absence, excepting for the time spent on leave of absence 
for scholarly activity (excluding study for advanced degrees) ' shall 
not be counted as part of the probationary period. "When a faculty 
member is promoted from within the University, his' total probat- 
ionary period shall be the number of years indicated herein for the 
rank to v/hich he is promoted. The probationary period for new c 
appointments to the faculty made after the start of any semester, 
quarter or other established unit of an academic year shall begin 
with the first day of that period provided, however, that the 
appointee served one-half or more, of that unit. If the time of 
service was less than one-half, then the probationary period shall 
commence with the beginninp o,f the next academic period. 

V- Termination of 'Appointment Prior to Acquisition of Tenure . 
A full-time appointment to the teaching faculty may be terminated 
at the close of any academic year 'during the appointee's temporary 
or probationary petiod by written notice of the University's 
intention not to re-employ him/her* 'Such ndtiae must be given before 
March 1 preceding the close of the first academic year of his/her 
services at this University and before December 1 preceding the close.. 



ERIC 




BOWLING GREEN STATE UNIVERSITY FACULTY PERSONNEL MANUAL ' 



SUBJECT: University Policy on Faculty ' DOCUMENT NO: l-A-10 

(Continued) Appoihtinen,t and Tenure ' 

' ' PAGE 3 OF 5 



months" in advance after two or more years in the institution. 
Should the University continue to re-employ a person on full-time 
temporary or probationary faculty appointment for, a period longer 
than that defined in Section II, subsection B above, such re- 
employment shall, be understood to constitute an award of tenure 
status. For teaching faculty appointed during an academic year, 
notices of termination shall be given at least three months prior 
to the first anniversary of employment, as defined in Section IV, 
at least six months in advance of the anniversary date of original 
appointment in the second year arid twelve months in, advance of the 
anniversary date after two or more years in the institution.^ 

VI. Attainment of Permanent .'Tenure . A faculty member continuing 
to serve und^r regular appointment to the teaching faculty after 
the expiration of his probationary period shall have permanent 
tenure. Promotion to the rank of Professor during the probationary 
period shall constitute immediate tenure. Pxomotion to the rank of 
Associate Professor during the probationary period may be made with 
Immediate tenure. All faculty members serving under tenure 'appoint- 
ment indicated by their contracts with the . Univers ity prior to the 
adoption of this statement shall continue on permanent ^ tenure . 

; - ♦ 

VII. Meaning of Permanent Tenure . Permanent tenure on the teaching - 
faculty of the [Jniversity shall mean zhe opportunity to accept full- 
time employment in duties appropriate to his training -^and experience 

• as a member of th.e teaching f aculty^through each successive academic 
year at a salary appropriate to the appointee's rank. The permanent 
tenure of a member of the teaching faculty shall continue until 
death, resignation, retirement because of age or disability, dis- 
continuance of his tea.ching position as a consequence of a University- 
wide financial exigency or for ari^^ other reason which discontinues 
or reduces a segment of the university's research or educational 
program, termination of his appointment for adequate cause, or his 
failure to accept within sixty (60) days a written assignment for the 
ensuing academic year of duties appropriate to his training and 
experience as a member of the teaching and research faculty. Should 
a 'faculty member on tenure . challenge a written' assignment and be 
actiyely pursuing his challenge under University procedures, the 
President may extend this-^^^time limit for an additional thirty (30) 
day period to provide adequate time for such challenge," If requested, 
a hearing as prescribed in Paragraph VIII below will be provided in 
all cases of termination of tenure appointment, A teaching, faculty 
member may be offered and may accept *ati assignment to administrative 
duties and position without interrupting or impairing his tenure 
status, but tenure shall apply only to his rank and service in the 
teaching faculty; an administrative assignment is subject to change 
at any time by action of the President. 

VIII. Termination of Appointment for Cause . " In any case of dis- 
missal for cause, a teaching faculty member on tenure shall receive' 
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a written, notice that his dlsmi^ssal is being considered. Such 
notice shall contain ^ statement of the reasons therefore, and a 

" statement as to the rights of the faculty member to a formal 
hearing before the Faculty Senate's Committee on Faculty Perso^nnel 
and Conciliation.. Within ten (10) days after the receipt of such 
written notice, the faculty member may request in writing a formal 
hearing by the Faculty Senate Committee on Faculty Personnel and 
Conciliation, A formal hearing shall be held within thirty (30) 
days after the receipt of- such request except that prior, to the 
formal hearing a member of the faculty not a member of the Committee 
on Faculty Personnel and G^nciliatipn (appointed by the chairperson 
of said committee) may proceed informally and in confidence to 
attempt conciliation. Such appointed faculty member shall not 
subsequently serve on the committee in any formal hearing which - 
may be held^in the case. At the formal hearing the faculty member 
shall be permitted to have an adviser of his own choosing who may 
act as counsel, shall have the right to call witnesses on his own 
behalf, and shall be able to confront and cross-examine those making 
charges a^nd offering evid'ence against him. A full stenographico 
record of the hearing shall b.e made available to all parties 
^concerned. Upon conclusion of the hearing, the Faculty Senate 
, Committee on Faculty Personnel and .Conciliation shall present its ' 
report and recommendations direct^ly to the Provost or President 
within thirty (30) days. The Provost* or President shall accept 

. the report and recommendations as constituting the judgment' of a 
faculty member by his peers in. the case-. If.no hearing is 
requested in accordance with the above provisions, or after a 
hearing has been held and the report and recommendations made, a 
decision in the case shall be made by' the President within thirty 
(30) days. A written appeal from such decision may be made within 
fifteen (15) days thereafter to the Board of Trustees who shall 
review the complet^ record of the case and n^ake a final decision 

^thereon. The- Board of Trustees, however*, and prior to making a 
final decision, may require a further hearing, in which event. the 
same hearing ^rights as stated above" shall apply. The employment 
of a teaching faculty member on permanent tenure shall be termin- 
ated as of the date of the final decision of dismissal. ^aid 
faculty member shall receive his full -salary up to and including 

. th^ date of dismissal and for one .-academic year thereafter to be 
paid in accordance with the terms of the then existing employment 
contract of the terminated faculty member. The salary for one 
academic year shall mean the total consideration that the faculty 
member would have received under the then existing employment ' 
contract and shall ^not be more- fhan the equivalent salary for one 
calendar year. I.n the event that such dismissed -faculty member 
becomes engaged in other employment . during the time he is receiving 
compensation . from the University, the , total remuneration from sub-- 
stitute employment shall be dedu.cted from the* finan(S^al obligation 
of the* University. As a condition precede.nt to payment, ,the dismissed 
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faculty member must inform the President of the^ University in 
writing as to a change in his home address or eijiployment status. 
«.-.-■ 

Obligation of Faculty Member , A faculty membei;: having ^ rights 
and privileges of permanent tenure shall have the continuing pro- 
fessional responsibility to keep informed' in his discipline, to 
render efficient service to the University, and to abide by the 
known regulations and * procedures of the University. A teaching 
faculty member serving- in an administrative capacity has a similar 
obligation of remaining familiar with the developments in his 
academic discipline. If a member of 'the faculty desires to terminate 
an existing appointment, or to decline a renewal -in., the absence of ^ 
notice of 'nop-renewal , he shall give notice of ?iot -less than -three (3) 
* months if an. Instructor or Assistant Professor and of four (4) months 
if an Associht^ Profes'sor or professor before the end of his contract 
period. He, may request a waiver of this provision. . 

X. ^ ^ Library Staff Member with Faculty Rank . The policies and . ^ . * 
provisions described in the preceding paragraphs ' with respect to 

a member of the teaching, faculty, ghall apply to a faculty member 
engaged in full-time professional library . service on the staff of the 
University Library, professional library service on an academic- 
year basis being ' substituted for teaching service wherever mentioned'. 

XI. Administrative Tenure by Special Action of Trustees . (Note: 
The Board of Trustees agreed with Senate recommendations concerning 
the removal of this section from this particular- document.) 

XII. Sanction. of the Board of Trustees . The applicable provisions 
^l^^the foregoing paragraphs are subordinate to and subject to the . 
Imit^ations, restrictions, prohibitions or regulati^5)ns that .exist, 
or are imposed up,on the Board of Trustees' by the Constitution or by 
the statutes or the United States or of the State of Ohio inc^Luding 
but not limited to the rulings and interpretations by the several 
agencies^ thereof or by limitations in funds of the - University as 
judged solely by the/Board. The terms and conditions are subordi- • 
nate to and subject to the powers vested in the Board'of Regents. 

The provisions of this policy statement shall be deemed part ' ^ 
of the University ''s employment 'agreement with each faculty member 
in consideration of his adherence to his own contractual commitments 
, to. the University. The President of the University or other desig- 
nated officers shall employ * faculty members and enter into binding 
contracts with them on this basis, with the full power and authority.* 
of the Board of Trustees. 
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£>ermanent Faculty . The tenured faulty of the University should comprise 
those fa.dulty members who have been certified by peer judgment to be 
both qualified and competent to render high-quality professional ser- 
vice to a range of programs sufficiently broaqL sojas to reasonably 
assure a continued need for their services, barriij'ig University-wide 
financial exigency o-r discontinuation of an academic program. Each 
unit of the; University should have sufficient permanent faculty 
to '^provide the range of knowledge and specialized, competencies 
necessarily called .for by the nature of the discipline and the under- 
graduate and graduate degree programs offere.d. Probationary appoint- 
ments are made when the tenured faculty members -of a unit are fewer 
th'an' its needed number of permanent faculty. ; 

Temporary Faculty . Every unit, some more than qthers,. contributes 
services jbo programs whose centers are elsewhere; usually through 
general studies offerings. Although every faculty member is expected 
to participate" in such service activities to soi'ne extent, the existence 
of service activities, in and of themselves , dbj^s not create a need 
for permanent faculty. Therefore, to the degre'e that a unit engages 
in service activities, it will have , a varying number of staff on 
tempora:py, adjunct;/, graduate assistant; doctoral fellow,, or other 
non-regular contract status. Such temporary staff should be highly 
qualified to render the^ service they perform, but should not be led 
to expect appointment to the permanent f.aculty^ or for more than a 
'brief period. . • \^ 
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1. Staff allocations (faculty and graduate assistants) are to be made 
program. Within a- department, program refers to the segment of the 
department's activity devoted to a given ''program level'' of instruction; 
General Studies, Baccalaureate General , Baccalaureate Pro'f essiohal , 
Masters', or Doctoral. In interdisciplinary, grograms , the scope of a 
program is usually obvious, 

2. To qualify for staff increases, a program must meet the following 
condi tions : 

"^a. Show an overall increase in enrollment greater than 
16 per cent from 69-70 to 73--74. 

b. > AIID have an 'average FTE staff/100 students not ^more 

than 20 per cent above the mean comparable programs 
in the other state universities of Ohio. 

c. AND show a continuing incr^easing enrollment trend for 
the* three years 1971-72- to 1973-74 greater than or 
equal to 5.69%. 

. « d- A^^D exceed the Ohio Board of Regents "standard" for 

faculty productivity of student credit hours per FTE 
faculty member at ,the time the position is authorized. 

e. AND show no decline in total fall enrollments between 
Fall 19.73 and Fall 1974, 

3» If all. conditions are met, a program is eligitfle for staff increases, 
^5°^^!?^.^^^'^ ^^^^ quality of the program j us tifies ^such -an increase and 
funds" can be .made .available from reallocation of faculty salary bud- 
gets or from other sources. — 

4. Programs are open to staff reduction^ (by non-replacement, reduction 
of nunier of tenured positions available below numbel: of eligible 
probationers, termination of temporary appointments, etc.) if ^ 

a. FTL: faculty/100 students exceeds the average for comparable 
programs in the state by more than 30 per cent. 
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OR FTE faculty/100 students is greater than the average for^ 
the state and enrollment growth 1969-70 to 1973-74 is less 
than 8 per cent. .. • 

OR evaluation reyeals that the quality of the pro'gram does 
not warrant continuation at existing leVels* 



Among programs open to consideration for staff reduction, the urgency 
of reduction is greater if enrollment growth since 71-72 is less 'than 
,5.69% OR the present staff fail-s to equal or exceed thfe OBOR standard 
of credit hour productivity per FTE faculty. member OR there has been a 
decline in enrollment from the fall quarter 1973 , to the f^ll quarter 

1974. V 

* t-- ■ . 

Reallocation of positions within a college may be made as the salary 
budget for the college permits. Where 'program reallocations result in 
a change in the total size of the faculty'of a college, adjustments to 
the- total salary budget for the college will be made by the'Provost. • 

These standards will not be rigo.rously applied to programs established 
after July 1971. ■ ^ 
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1. Positions added, to or subtjracted from a college or school's total 
authorization on the basis of' allocation formulae will be trans-' 

. ferred at the av.erage salary level of the college' or school. 

2. Replacements for reaspns other than retirement within the authori- 
zation of a school or college will not involve transfer of funds to 
or from the school or co.llege* • . " . ' 

3. Funds released by i^etirements will be negotiable as line items 
betweer the Provost and the Dean on a case-by-case basis. 
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The following policy will govern initial appointments on faculty con- 
tracts for this year and the foreseeable future. 

1. Normally, appointments will be by temporary contracts with 
. total service not- to exceed three years. 

2. Probationary appointment will be authv^rized only w^ien 

a. There is a demonstrated "need to create or add to the 
permanent faculty of a department or program, and 

b. The state of the qiafket precludes finding a qualified" 
candidate to serve.. on temporary appointment. 

3 . Probationary appointment will be made only when 

a. The candidate has completed . all requirements for the 
appropriate terminal credent :^al; „ or 



b. The candidate has been inforihed in writing that failure to 
complete the appropriate terminal credential will result in 
automatic termination after /two years of service. 

If. a probationary appointment Is authorized, but not made, it 
must be re-authorized the follciwing year. 
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Full-time faculty members (on tenure, term- or probationary appointment) may 

be appointed and assigned in several ways These are identified in terms 

of the: . ^ 

(1) Budgeting of salary by one or more colleges*, in which the faculty 
member is said to hold a salary. 

(2) Granting of faculty rank by a department in each of one or more 
colleges, in wliich the faculty member is said to hold rank. 

(3) Teaching or programming as^signments in one or more colleges in 
which tlie faculty member is said to hold assignment* 

Regular appointments are those in which the faculty member holds rank and 
salary in a single college. 

I nter-coilege appointment s 'are those in which the faculty member on regular 
ap[)ointment occas ioiial ly or regularly accepts assignment in 'a second college, 
and are normally made on an ad hoc basis without alteration of.tlie contract. 

Joint ap.pdintments are those in which the faculty member holds a salary in 
one college, and- holds rank and assignment in more than one college; rahk^and 
asbignmeif£.^ll} both colleges are to be shown the annual contract. 

' ,j . ■ 

Dual appointments are those in 'which the faculty membet holds a salary and 
rank in cnoro than one college; proportional budgeting and assignment are to 
be shown on the annual contract, which is signed by botli deans. 

A dual or joint appointment should be made only when the faculty member will 
be rendering distinct services in each collclige ( e.g., teaching or advising 
majors in a specialized professional {)rogram) and should not be made for ser- 
vices which are appropriate to regular appointment (e.g., teacliing courses 
or advising in px^ggrams enrolling students from more than^one college). 

Faculty members on dual or joint appointment should " expect the evaluation of 
every department and colleg'e in wnich they hold rank to be involved- in the 
decisions concerning tenure, promotion, or salary advancement. 
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colleges y ^''""'^'^ assignment should be identified in one tl^o 

Faculty members on dual and joint appointments may participate fully in the 
uvcc-nance of each department and college in which they hofd rank Par- 

cMMCion Ln the governance of the university wi i P be mediated by the 
. la y cc-l ege :n ^oint appointments. In dual appointment, one college will 
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; 1. Some program specializations function within the confines of 
the oEEerings of a single department, although in more than 
one collage oE the University. Program ciirectors are re- 
;-;ponsibIe for maintaining communication with the department 
crhaLrman, and with the deans of all colleges in which the 
program may function. 

2. In the case of a program housed within a single department, the 
program director reports to the department chairman who in turn 
reports to the appropriate dean(s). Direct communication 
between the program directors and a dean may take place as nec- 
essary. In all cases, the program director has an obligation 
to keep the chairman informed of such communication. 

3. Staff needs, requests for new staff, and recruiting and employ- 
ment for program faculty should take place through normal ^ 
departmental procedures. . ^ 

4. Although staff authdrizations are made by the college (s ),' re- 
cruitment is a matter of negotiation between ^program directors- 
and the department -chairman. The appointment is finalized 

by the appropriate dean(s) . ■ - 

5. The supervision of staff activities which are directly involved 
xn program specialization should.be a joint effort involving 
both the program director and the department chairman. • ' 

s , 

6. If the staff authorization for a particular program specializa- 
tion IS not consistent with prescribed departmental standards. 
It may bo necessary to adjudicate such differences among th<5 
program director, chairman and the appropriate dean(s) of the 

•college (s) . 

7. Recommendations, involving salary increments, promotion and 
^tenure considerations for those ermr-sons participating in a 
programmatically-oriented colle/^e, may be initiated 'in all 
;relevant cases by the program director, and fiubsequeiitly , 
jfinalizod through the chairman and the department. If there 
lare unresolved differences, such differences may be resolved 

O iby the appropriate dean(s). of the college(s). • . 
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8. Curriculum changes, although originating v/ithin program special-- 
ization, must be processed through the regular departmental - 

. channels before final adoption by the appropriate college(s). 

9. -Scheduling of classes, determining class enrollments / teaching 
loads, etc., is a joint , mat ter of discussion between the program^ 
director and the department; chairman. If there are unresolved " 
differences, such differences may be adjudicated by the ap- 
propriate dean (s) of the .college(s) - 

10. If there are other differences in policy beVween the program 
director and the department chairman, it may be necessary for 

'purposes of adjudication to involve the appropriate dean{s) of 
th^e college (s) . 

11. Program directors in the College of Health and Community Services '/ 
v/ill be appointed by the dean of the College- of Health and 

. Community Services with joint concurrence by the dean and 
chairman of any other department and college involved. The 
chairman of the department does not have a final veto over 
such appointment, but either of the deans involved does. -Eventu- 
ally, formal procedures for the involvement of faculty in the 
selection and evaluation of program directors will be worked 
out within the faculty of the College of Health and Community 
Services. • • 

12. Appointment of program directors will be made for an initial 
two year term. At the end of this term, evalii^tlpn will take 
place. The reappointment is possible but not kfmiired. The • 
evaluation will involve the* chairman and staff 5^%|phe home 
department, as well as the deans of contract a nSl^'r eg ram col- 
leges involved. . . 

13- Program directors appointed for 1974--75.' will meet w.ith the 

dean of the College of Health and Community Services and the 
dean of the college in which the^ home department is located 
before the ^beqipning of the academic year to clarify inter- 
collegiate relationships, cur ricula and advising procedures. 

«** 

14. There are some interdepartmental programs which are entirely 

housed within a college, and which normally report to the dean 
of the college,^ such as the program in Graduate Business Admin- 
istration, and the program of Study Abroad. The guidelines in 
* this dociunent do not affect the relationship between the directors ^ 
of such programs and the deans and councils of their colleges. 
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- *■ . ■ • 

Deans' Council approved" the following titles for faculty members who 
are not' regularly and continuously on the staff of Bowling Green State 
University: - ^ j 

.1. Adjunct Professor. Title reserved for those who receive no BGSU 

salary. Furthermore, the title of Adjunct Professor should normally 
be granted to someone who holds professorial rank at another 
institution. 

2. Lecturer or Senior Lecturer. These titles may be used for persons 
who are occasionally employed part-time, or formless than one year 
at a time, but who regularly serve the university in this w^y. The 
title of Lecturer may be held during the period when the faculty 
member is not on contract and may be ^continued during the contract 

. period. The title should be customarily expressed as Lecturer in 

' ^ indicating the department or discipline. The 

choice between Lecturer and Senior Lecturer should correspond roughly 
to the choice between assistant and associate professor. 

3. Professional Associate. This title may be granted in a- department 

or college, and may serve two purposes. First, for people who d'o not 
. have professorial qualifications, it may be used to represent the 

kind of continuing relationship which would bear the title of Adjunct 
Profes'sor if qualifications permitted it. Second, it maybe used 
for a position comparable to the Lecturer^hip which does not involve 
assignment to. credit courses to periodic employment by the university. 

Recommendation for these titles may be initiated by a department or 
dean. In either case, the dean of the College in which the appointee 
IS to hold rank approves and transmits the recommendation- to the 
Provost, wno will approve or refer the recommendation back to the 
dean for discussion. 
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Ths title of University Professor shall be conferred upon members of 
the faculty already holding the rank of Professor, whose creative 
professional achievements are such as to have won them national 
distinction and recognition beyond the limitations of a narrow field 
of interest. 

2. Nominations should originate with departments, and should be accompanied • 
5^ names of persons with national reputations in the general 

fieldof the nominee's interest; e.g., scientists, rather than ' 
botanists; humanists," rather than philosophers; musicians, rather 
than violinists; etc. ' ■ 

3.. All University Professors and Regents Professors, active and emeritus, 
shall constitute a committee to receive and review norminations . This 
committee shall solicit the opinions of the 'persons listed as references, 
and, make recommendations to the Provpst on each nomination. - /■ 

4. The Provost, in consuXt'ation with . the Council of Deans, shall consider " 
. the recommendations of the committee and forward his/her recommenda- 
tions to the President and Board of Trustees for approval. 

5. Award of the title of University Professor will be by special resolu- 
tion of the Board of Trustees. No more than one ot two 'such awards 
should be made in any year; none need be made in any year. ^ - 

/ ° ' - 

6. Conferral of the title of University Professor shall be made by the. 
President at a special convocation, at which the Professor so honored ■» 
will be invited to deliver an adaress to the University community and 
coramynity at large. ^ 

7. University Professdrs si^all be so identified in all official tbublica- 
- tions, shall be given p^^ecedence in all academic processions and 

convocations, and shall /be accorded whatever other honors and privileges 
the President and Boardlof Trustees deem 'approoriate . The title, 
however, will carry no special stipend or other remuneration. 
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The ultimate goal of the University to staff all classes^, 
including resident credit and 'extension, in--load with regular 
faculty. • ^ ^ • . ' • 

Overload teaching or any -o^her form of extra cojupensation may 
not be used as a inducement in the recruitment of faculty'. 

Overload teaching, when needed^is available to all members 
of a department irrespective of rank and tenure. , - 

Overload assignments are limited to two regular classes per 
academic year and these may not be made in successive quarters, 
nor in the quarter following- .compensation for non-teaching 
overload assignment. ' 

Overload-teaching is' not available to faculty who have been 
released part or full-time from teaching duties to engage in 
research or other scholarly endeavor. *In other words, overload 
assignments are normally made to facu3j,ty already involved full- 
time in teaphing assignments. SimilarlTy, no compensation for 
overload teaching may be |uade to administrative staff. 
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SUBMITTED BY: VPFA , 

APPROVED BY: Deans ' ' ■ ' 

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: March 19, 1974 

< 

EFFECTIVE DATE. OF POLICY/PROCEDURE: Academic Year, 1974-75 



Noncompensation for overload teaching may be paid to administrators 
with exg^cutive' responsibility . Administrati^'^e staff may be compensatecT 
if the appropriate sup^ervisor has ^testified in writing that work on 
the •full'-tinje administrative position vzill 'not be reduced to allow 
time for teaching /or^ preparation. . 
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PAGE 1 OF 1 

SUBMITTED BY: Ad Hoc -Co^nnj. , S*tatus of. Women 
APPROVED BY: -Senate ■/ ' 

DATE OF ORIGINAL DOCUMENT AND AMENDMENT^ DATES : ' October 17, 1972 
EFFECTIVE DATE OF POLICY/PROCEDURE: Academic Year 1972-73 



In those divisions of the Univejrsity which have in the past employed 
fev/ or no women, deliberate and aggressive efforts to recruit and 
^ hj^ qualified women should 'be ma4.e. ' - 

V Within the course of the nexTt' tkree years, every department and 
program within the University should^ be able to demonstrate that 
good faith efforts have^been ma<|e to" bring the ratio of women faculty- 
in line with the ratio of women i Ph .-D ' s available in the national pool ' 
of.qualified graduates of each profession. 
/ . - . . ■ ' ■ ' 

• All .nfew positrons and unfilled position^ must be posted, announced 
publicly, and advertised j;n the- major professional publications and 
other appropriate bulletins before Candidates can be considered. 
Lists of available qualified women candidates currently beirig^ublished 
by professional organizations must be consulted, with no prior assumption 
concerning mobility, maj^^ital status, etc.. ■ ' • . ' 

There must be an increase in the representation of women faculty in 
•policy-making bodies at all levels of Uhiversity operation. Administrators 
should actively seek out and appoint wontpn to policy-making positions 
and committees. , 

There must be an increase in the number of women appointed to the most 
responsible administrative positions, including highest salaried categories 
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PAGE 1, OF 1 

SUBMITTED BY: CHR ' , . 

APPROVED. BY: Affirmative Action Conunittee „ . ' 

DATE OF ORIGINAL DOCUMENT AND AMENDMENT • DA^-ES : 

* ♦ 

EFFECTIVE DATE OF FOLIC Y/PROCeI)URE: .• 
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tunin Jfnr T^^'^'^'l^ University employees to be made aware of opoor- 
tunitie for advancement ^nd to have an -increased amunt of applicant flow 
for employment posi.tions, the following procedures must bradherpd Jo hi 
each department cha i rrnan_ and area supervisor ' 

. 1. Upon receivjng.authorization to fill a contract position. 

the department-chairman or .area supervisor will send 
notification to the Coordinator of Human .Resources 

2. Notification will include: 

■ _ a. job description ■ 

b. salary range " ' ■ . , 

c. .name of person to whom application should be made 

d. deadline for applications and/or, 'credentials 

e. amount-of preparation and experience 
r. date position is available- 

- ^' "''""^u °^ Professional organizations and/or'' 

publications with whom the position is listed. 

.3. An announcement of available positions will be made in the 
.Monitor or some- Un ivers i ty publication on a regular J^s - 
by the Coordinator of Human Resources. The positions must ' 
. remain open for at least ten days after posting 

All applicants-for the position mqslt be considered based 
• upon qualifications to perform the job. All criteria for • 
employment must be. related to the jjob to he performed. 

m t S HndpH ll'^'r''^ f '^"^^ opportunity employment . 
must be included--(An Equal Opportuni ty Empl oyer) . 

^' Record w??f'hf 'I ^'J'. f^''"^' Appointment .Activity 

Record will be submitted to the Coordinator of Human Resources 
, serving as notification .that compliance with all recru? S ' ' 
regulations has been accomplished. ^ ' " recrui r.menu _ . 

- 93 
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SUBMITTf;D BY: Provost, CHR, . , • 

APPROVED BY: .Deans* - 

DATE OF ORIGINAL 'DOCUMENT AND AMENDMENT DATES: -September 11, 1974" 
EFFECTIVE DATE OF POLICY/PROCEDURE : September 11/1974 



1. As soon as author izatiohs for new faculty/staff positions and/or 
. replacementsr are provided to the Deans/Directzors" by the Provost/ 

a deadline shall be set for position information to be r.eoorted 
to the Coordinator of ' Academic Budgets' on the. enclosed form 
with a copy to the Coordinator of Human Resources. 

2. Position descriptions are to be sent to the Of f ice of the 
Coordinator of Human Resources for appropriate advertising, 

, with a copy to the Vice Provost for Faculty Affairs. The 
^Coordinator of Hum'an Resources shall provide the Vice Provost 
and College/School office with information on date (s) and 
publication (s) -of position advertisement. 

3. A set of full .credentials prior to ah appointment is to be 
provided to the Provost for only those candidates to be inter- 
viewed by the Provost or the Vice ' f'rovost for Faculty Affairs. 

4. A copy of Notice of Appointment together with the Appointment 
Activity Record should be **sent to the Coordinator of Human 
Resources. The Coordinator, of Human Resources will notify the 
Office of • the Provost and the College/School office that all 
5qual Opportunity and Affirmative Action guidelines have been 
met. 

• • ' « . , • 

5. credentials for appointed faculty/staff shall a'ccompany the 
signed contract and Notice of Appointment when* submitted to the 
Office of the Provost. Credentials will be reviewed by the 
Vice Provost for Faculty Affairs to ascertain if guidelines 
issued for appointfaents are being followed. 
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SUBJECT; Emergency Search and Screening DOCUMENT NO: i-^b'--25 

Procedures (Contract Staff) . • - ^ 

PAGE _i OF 2 

SUBMITTJSD BY: CHR, VPFA ' • •/ 

APPROVED BY: Deans * " 

DATE OF ORIGINAL DOCUMENT AND . AWENDMENT DATES: ' Octpber 25, 1974 
EFFECT^IVE DATE OF POLICY/PROCEDURE: " October 25, 1974 . • 



1. An emergency recruiting situation exists only when'^ bo.th off the following 
conditions. exist : 

, «'* 

a) A Viicancy must be filled by a p*articular ""date -and no 
temporary arrangements are possible; i.e.-, to cover 
classes or staff residence halls. 

b) Information that the vacancy exists or will exist is 
received by t'he appointing person or agency thirty days ■ 
or less before the necessary date. - 

2. "^If at least fifteen days^ notice is given, the ■following steps 

will be taken: - 

' ■ • «» - 

a) - Local advertising through wffatever media are available 

b) . Telephone calls to regional institutions to locate 

candidates for possible interviewing a 

c) Search of back files of unsolicited applications or 
applications solicited by prior searches for similar 

' vacanc ies . * ' ^ 

3. If fewer than fifteen days^ notice is given, immediate notification 

the~"C5'oraTr7art"OT- of Human Resources can be substituted for step 
2a; but steps 2b and 2c mu< 'be followed. 

4. A ,docume^Ted record of the search procedure, including all applicants 
considered ancl all contacts made, will 'b*e submitted to the Office of 
liuman Resources, following the format of the Appointment Activity 
Record wherever, possible. . "• > " , 

■' - \ 

5/ Contracts -issued under einerg-ency procedures will be term only, non- 
renewable at the end of-the current contract period. ' If the' position 
is to continue beyond that time, regular recruitment procedures will, be 
followed. The persort appointed through emergency procedures may be " . 
an applicant in that process, and on-the-job'' experii:inc,e gained 'during^ 
emergency appolrf^ment rriay be considered as a qualification but not as a 
necessary one for all ap[]licaats.. . . ^ 

, , . 96 
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'(Continued) Procedures (Contract Staff) 



DOCUMENT NO: I-B-25 
PAGE 2 OF 2 



Every fontTc^.ct • issued under emergency procedures will be accompanied by 
a cover letter con-tai^ning' the following statement:?: 

Tius pppuintmcnt was made on short 
T\otic":^., undor c i rcunstrinccs not allowLiMr • 
for n-j.xLinuin utilization of Qquul opporti;alty 
' a.'-i a f I'irmal; ivc action procedures. Tlvorcfoyc, 

ci'is coi\t?-act wil.l not bo rc(u;wod bC'i-'uiKl tl\c* 
sl::ii.od tern I nation dai'c. If Llic positioi\ is 
to be coi\tln;io(l beyond tluit d;iLe, n'^ju nay 
bo invited co apply' for regular appointincnc . 
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BOWLING GREE^^ STATE UNIVERSITY. FACULTY PERSONNEL MA.NUAL 

^ \ • ' • . 

SUBJECTi- Policy Governing New Appointments DOCUMENT NO: I-C-10 

* .« '• to Chairma.nships , . * 

* - .. PAGE • 1 ' OF 2 



SUBMITTED BY: VPFA, Provost 
APPROVED BY: ' Deans , ' ' 

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: July 12, 1973 
EFFECTIVE DATE OF POLICY/PROCEDURE ; Academic Year 1973-74 



(V) New chairmen and chairmen "appointed to new terms may be appointed to their 
•.positions on a fiscal year or academic year basis. In addition to a base 
salary, each chairman will receive an administrative . stipend bas^d on 
departmental size as 1 isted'^below: 

: ' • ^ Size of Department • Stipend . * 

. ^ (full-time head xoynt including Firelands). ^ ' J" ' 

One to five members , . $ 500.00 

Six to ten members . ' 1,000.00 * . 

•Eleven. to twenty members " lj5'OO.po- 

Departments larger than twenty members ■ 2,000.00 ' . 

(2) . In the case of fiscal^ year appointment, the standard vacation period- offered 

will be -one month. This does not preclude attendance at meetings of a scholarl)' 
nature or other meetings which would enhance the performance of the chairman's, 
duties. 

(3) The administrative stipend is intended to compensate the chairman for the 
extra responsibilities and obligations which he or she assumes upon accepting 
the chairmanship. It does not imply that he may not receive a reduction in 
teaching load in order to permit him to carry out those duties adequately and 
completely. It is expected that every chairman will devote some part of his 
working year to the teaching of courses within his department, including half- 
time summer teaching for one summer term in non-doctoral departments . (Chair- 
men on fiscal year contracts who wish to tske more^than one month of vacation 
jjiay be granteci a leave without pay touring the summer session," the funds conserved 
in this way. being used to compensate an acting chairman). Regardless of the nature 
of the contract the chairman is responsible at all times for the direct super- 
vision 'of his department. 98 
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SUBJECT: Policy Governing'"Mew Appointments * DOCUMENT NO: I-C-10 

(Continued). to Chairmanships > ' ' % 

^ ' ■ . PAGE 2 . OF - 2 



(4) When a chairman leaves the chairmanship either by resignation or non-reappo-int- 
ment, he will receive his next contract at his base faculty salary for the aca-^ 
demic year plus an increment for merit where appropriate. Merit increases tq 
the base faculty salary will .be made as justified on the basis of performance 

in teaching', research^ and administration of the' department . The' administrative . 
stipend will, be' increased only as required by growth of the department, but the- 
table of stipends will be reviewed and adjusted at regular n'ntervals ' 

(5) Should thos-fe chairmen currently in office, who are not on fiscal year contracts 
wish to convert to such, they may do so in consultation with their Dean-with 

~ihe concurrence of the Dean and Provost. Otherwise their contracts will remain 
on. the present basis until the end of their present teirms of appointment as — 
chairmen.' 
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'SUBJECT: Sununer Salaries ■ DOCUMENT 'NO: i-c-20* 

D . PAGE .1 OF r .' . 

SUBMITTED BY: Provost ' 
APPROVED BY: Deans ' \ ' ' ' . 

DATE OP ORIGINAL DOCUMENT 'aND AMENDMENT DATES: Spring, 19.7 3; 

EFFECTIVE DATE OF POLICY/PROCEDURE:- Academic year , 1973-74 



Chairperson Compensation ' 

Summer '.salaries for chai'rpersons/dir ectors are computed on the 
basis of 9/45 of the academic year salary. If ^ the department/sc^hool 
is non-doctoral, the 'chairperson/director 'is ^pected to tea'ch one ' 
.course during one term of the summer session'. 

Jf the chairperson/director chooses not to be on duty or not 
to be available for 'depar'tmental responsibilities, he/she Ts entitled ' r 
to* delegate these responsibilities' to an acting chairperson who 'will 
receive the chairperson's compensation. When the chairperson/director 
elects to be away fol: one term of the summer session,, for exaJnple, • * 

an acting chairperson/directpr appointedVf or the alternate ^^term shares 
a portJion (2/45 or 3/45) of the administrative compensation. Regard- 
les's of teaching or adm-inistrative arrangements, it should be un(^er- 
stood that chairpersons may be called upon to meet his/her responsibilities 
at all times (Charter, Article VIII., Section 6) . . ' ^ 

Faculty CQmjp^nsation ' ' \ 

. For dejtermining salaries of faculty f or^ one term of summer school 
instruction, the academic year salary is divided by 1/45 x hours "©f 
instruction for regular lecture or lecture lab courses. Examole (3, 4, 5 ) 

- > .. • ■ ■ .", 

For full quarter compensation the academic year salary is divided 
'by r/36 X hcyars of instruction for regular lecture or lecture/lab - 
courses. Example: ( 3, 4, 5 ) , • 

36 * , . 

-* -No faculty member will be compensated for more than 9/45 of the 
academic year salary during one term of the summer session nor for . 
more than 1/3 of the regula^r academic year salary * for ' the full quarter.^ 

" 100 ' 
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■ . . ~ *^ 

SUBJECT:' Summer Salaries . ■ qq^^ 

(Continued) * ' r, 

* . \ ^ 'PAGE- 2 OF 2 



DOCUMENT NO: I-C-20v 



Non-regular faculty contracts 'are computed on the bas^ salary of 
$8,400.*/ In other .words, no -salary is calculated on a' base salary 
lower than this amount. Salaries "for visiting professors from other 
universities are determined on the same basis as 'Bowling Green regular 
^ full-cime faculty unless the department -chooses • to offer a lesser amount, 



FACULTY WITH SUMMER RESEARCH GRANTS WI-IO ARE TO RECEIVE SUMME=R 
CO^fTRACTS UNDER THE GRANT SHOULD FORWARD THE PERTINENT INFORMATION TO 
THE CO;.LEGE , OFFICE IMMEDIATELY FOLLOWING AWARD '0^: THE GRANT, BUT NO ' 
LATER THAN THE. TIME SUMMER CONTRACTS ARE PREPARED. 



* See I-C-25, Part-Time and Overload "Faculty Salaries, for currently 
updated figui^es. •• s " . 
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... BOWLING GREEN STATE -UNIVERSITY FACULTY PERSONNEL MANUAL 

SUBJECT: ' Part-Time and Overload Faculty " DOCUMENT NO:' 

Salaries 

^ PAGE/ 1 OF 1. . ' 

S.UBMITTED BY: Dean Educ, CJ?B, VPFA 

APPROVED BY: Deans ^ ^ 

DATE OF. ORIGINAL .DOCUMENT AND AMENDMENT DATES: Spring, 1973; 
Septeinber 9, 1974; July 10, 1975. ' 

EFFECTIVE pATE OF POLICY/PROCEDURE : . Academic year, 197 5-76. ' ^ 



Per Credit Hour Rates for Full-Time Faculty Overloads on Qampus - 



Professor $480 

.Associate 3V5 

Assistant * 315 

Instructor 260 

Lecturer 23 0 



Approved (4-1) 



Per Credit Hour-Ra-tes -for All Othe r Part-Time or Overload n^eachi 

« '■ : : : J ■ : ; 

• Professor $400 
Associate 350 
" ' Assistant' . ^ .300 . ' ' 
^ , Instructor 250 

Approved (4-1) 
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SUBJECT:' Payroll Procedures DOCUMENT NO: I-C-30 



*^ ■ . . . PAGE^^p OF _^ 



- . StJEMITTED :' ^unp 

. APPROVED BY: " »" ■ • " ■ 

•• DATE ' O/ ORIGI.NAL DOCUMENT AND AMENDMENT DATES : 

EFPECTIVE^ DATE OF POLICY/PROCEDURE: Academic year 1974->5 



1. EMPLOYMfeMT 

y . 

All contract ecaployees are to be employed through" the^ area 
Vice Prasident o^, other area head. 

Payroll authorization fdrms are tor be submitted for all 
contract • payrdll changes to the payroll office atvLeast too 
. weeks prior to 'issuing such checks. * * > 

2- C0NSU1T4NT FEES ' . * \ 

(a) . Any payment for consultant, fees and/or services to a 

University employee will be processed through the payroll 
department and will be subject to Federal, State, and City 
inco^ie taxes and retirement benefit deduc.tions. Payment 
'Will be included with your regular . Universi ty payroll 
c'fieck, ' r • .V , ■ . 

3. 'PAYDATES * ' " ^ . 

^ .... 

(a) ^ Faculty salaries for the academic year may be divided into either 
• 'nine or twelve equal installments as*, individually selected (option 
cards must be submitte4 with other payroll forms approximately 
two' weeks prior to the first, payroll). Anyone failing to submit 
. ^ an option card will be included with 'the .nine-ins tallment group . 

Choices may be changes ONLY at the - conclusion of^ any option period 
^. ... by submitting a new card to the Payroll. Department prior to 

September 1. Checks are available- on. tha 15*th of each month. 

^ (b) . Graduate Assistant, Teaching Fellow, Resident Hall Assistant' artd 
^ ^ Assistant Hall Director checks will be issued^ in nine inst^allments . 

The first quarter is divided into four (4) equal checks and the 
, second and third quarters into three (3) equal checks. Checks 

are available the last working day of each month. Each quar'ter is 
divided into three equal checks, available on the 1st of the month. 



\ 
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BOWLING GREEN STATE UNIVERSITY FACULTY PERSONNEL MANUAL 

Payroll Procedures ^ ' DOCUMENT NO : I-C-30 

, , . PAGE 2 OF 4 



. {J 

(c) Checks for Administrative Personnel will be available on the 
. _ last day of eac-h month (or the last workxn-g day prior to vacation 

periods. ' • . 

. . . ' / 

4.- CHECKS MAY BE -SECU RED BY ANY OF THK FOLLOWTNG PROCEDLTREa : " ' 

(aj^^ Ac the Bursar's Office Cashier Window. £irst floor 

Administration Building in pers^on, dr by an)j messen-er ' 
designated. in writing/ or , • , 

(b) Department secretaries may. secure departmental checks- 
however, security and prompt dis t'ri!bution should be ' 
provided. Designation should be for the academic year, 
and the list submitted to the Payroll Office two weeks' 
preceding payday, or 

(c) By signing a Payroll Office authorization card to deposit 
• 3 lo<=al banV(depo3it receipts and earnings ' 

statements will be forwarded a few days later by campus 
mail) , or \^ , ■« . 

(d) ^ By written authorization' to the Payroll Office checks will 

be. mailed to the home addresses. < 

(e) Payroll checks for e,mployees at Fire lands Campus and the' 
^ branches are automatically ,iiiai led to their home address. 

5. CITY INCOME TAX ' • ' - 

The preceding salaries are subject to the* one 'and on-e-half 
- .percent Bowling Green City Income Tax. The city ihcome tax will' 
be deducted for the City of Bowling .Green unless the employee 
notifies the Payroll Office oftherwise 

ft 1 

6. ' .I>AYIffiNT DATES FOR STUDEOT STIPE^^)S FOR RESEARCH GRANTS' AND 

INSTITUTES . • 

• Payment dates for s*cu*denc stipends for research grants and 
institutes should be cleared in advance by thegrant director with 
_ the Director of Restricted Fund Accounting in the Business Office ' ' 
Room 322, Adm. Bldg. , ' - . 
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Blue Cross, Surgical, Group Li Ee Insurance (John Hancock : 
Insurance Company) and Educators Mutual Insurance. A.1 1 ques cions 
should be referred to Office oi Vice President for. Operations 
Room 205, Adm. Btdg./Ext. 22126.' 

All insurance deductions (except those for Educators Mutual 
Life Insurance) are aiade on the same basis as t^e indivioual's pay ' 
basis, i.e. 10 paychecks - 12 equal deductions Educator Mutual 
Life Insurance deductions are au^de on a lO-month basis, but cover 
12 months. » * * . 

•The Group Life Insurance premiums covering term life insurance 
and^major medical insurance are currently ruled nontaxable income 
for both Federal Income Tax and City Ificome Tax, The gross earnings 
listed on the annual Federal Income Tax earningi statement has 

been reduced by this^amounc. ^ T * ' 

3, TAX^ DEFERRED A^?^^UITIES ' , * * ; ' ^ 

For information on tax deferred, annuities, contact Mr. Russell Meister, 
Insurance, Administration Bui!^ding, Room 322. 

5- ~' SICK PAY EXCLiJSjON FOR FEDERAL INCQ MF.- TAy 

If you are entitled 'to a sick pay exclusion for Federal Income" 
Tax purposes, notify your supervisor so that each Vice President. ; 
or Area Head may file your absence record with the BusjLness Offi.ce 
prior to the end of the year. You will then receive a statement of 
such entitlement ^^lich should be attached to* yoCir Fed'eral Tgx 
Return. . ^ >^ 

P , • ' 

10. BQ^fDS - * ^ 

Anyone desiring a payroll deduction for U, S, ^avings^ Bonds ' 
sKduld complete^ the necessary authorization card at the Payroll 
Office', Room 325,,, Adm..Bldg.. ^ . " ' ^ 

11. ' STUDENT TDiESHEETS 

«' ' ■ * 

Hourly student employee's are to be> employed via tfae Student 
Personnel Office in accordance .wi th the, approved wage. scale. - * 

Students are paid at two-week ^.nterv^ --ev'ery other .Friday Each • / ' 
payroll period begin-s on Monday (on Sunday for certain areas). Time- ' 
sheets for each two-week perTo-d are to be submitted to the Payroll " ' 
Office by 5:00 p.m. on Dhe Tuesday following each payroll period. . ^ 

Payroll checks are available on the 'second Friday morning .there- 
after, at th^^ Pursar's Off i^e Cashier Window, First Floorv Adm. Bldg. 

- " 105 . • ■ '} 



BOWLING GREEN STATE UNIVERSITY FACULTY PERSONNEL MANUAL 



SUBJECT: Payroll Procedures 
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, DOCUjyiENT Np: l-c-30 
PAGE 4 OP 4 



12. NQj^fACADEKIC PERSONNEL ' ' ' \ 

All research, office, maiaceaance and other nonsbudentt: personnel 
(excluding faculty and admlaiscraCLve) are t:o ^be omp loyed chrou':;h 
the Nonacademic ^Personnel Office^ ShaszeL Hall, in accordance wichi 
the approved wage scale « Payro Li Ces , hou rs o £ ep.pioycnen c , e c 
cecera, are co be decenuined by chac affice. Nbnscudenc rliaosheets 
for hourly employees are co be ^ubmicted on a b iweeklv' bas is ^by 
five o'jclock on Tuesday to the Nona^cademic PersQnael: Office, 

.Departments using ti'mecard^ /are t20 submit ch^m each Monday 
,»aocnirtg (for the previous week) to the Timekeeping Office, PvOOm 315, 
Adm. Bldg,* - . ^ * *^ •* 



' } 



ERIC 



106 



^U^fLING GREEN STA T E TOIVKRSttY FACULTY PPPSONNEL" r^AMITAr. 



SUBJECT: University Policy on- Federal Tax 
■ _ Wic-hholding from Payroll 



•DOCUMENT NO:I-C-35 
PA(^E'X"1/ OF 2 



SUBMITTED BY: vpgp 

APPROVED BY: . V 
.DATE,. OF ORIGINAL -DOCUMENT AND AMENDMENT DATES: No da'te available 

EFFECTIVE DATE -OF POLICY/PROCEDURE: , No dace avaUable* \. " ' ' 

Firsc, ic^^houLd be aoced rbar pho rr 
adhece co .h.-;.i chho Id log rf^uT.l^cs oTTulTl T^^"^^/ 
reqairemeac sfie^a.clear wt Ch Ucc U iJ- - ; InCernai Revenue Code. This 

. individual opcion. • ^-".-^CCL. .ay po3si.baiCy for Uaiversicy or 

^o^^^' ^'^-^^^f CS)-1 of .he raceroal ^eve^ue 
oe a,,re,aced a.d cHe 'aL^ulc-^^.^ca^rd^^^i:-! L^^f ^ P^-d .b:ri 



a Single .age pay^eac for he' e"ur ;o ' ^^'^^^^^ coasciCuted 

m-mber has elected co be paid oa^ c^JvI h f T""^ ' ^ ^^^-It:/ ' " 

school. Che above regulacLa wufr';! '"'^ "^^^^^ 

holding cax for eichL^ or bo ch o X .1 ^ subs cage lal, ^gcrease jg wich- 
However, che gecagguaL iiZlcl. n^^^^^ 

same as compared wich paymehcs spread e' f'' T -PPrpximacely che ' 

ojer-wichholdigg which'ml^. ^ccur'as f rVs.U or^h' '^'^"'^"^ >'^-- ^"^^ 

re£ugdal,T.r-a-e-c-Ke-cTme of filig^igdIvfd ? """''^^ paymeacs 

'.Slmila-rly.. agy ca. due is payab ir^c^chkrcL ' '^'^'^^^ • 

.oiiS;igr:a\t:^" L^:h^r:;ir::iiL^^ og che 

setecced salary levels on boch he ceg agJ V'T"' °' ^-^<^ ^hhe Id for- • 
cable refleccs calegdar year eargig's goc T''''' ^he ' 

ocher sources o ^^^hag^r Igdi^^d^at caTJu^^^^^ ' . 

Sc^:f!g-igr;jjr^iief:ci::?;^L^ — -og " ■ 

Any .ogch for .-hicg Cher' s 'o'iaL chroughouc che year. . 

any check w.hich pyramids ea'nig.s 'o^'."^' "-der-wiraho Id ig." • 

"over-wichholdrgg^ "-^nLggs .or cwo pay periods cray resuir in ' 

^-.or facUy emp loy^ .....^ ^^^^ ^^^^ ^^^^^^ ^^^^ ^^^^^^ ■- 

(c) Based upog che same salary, rr.ort feda^-a-'i ^ ' . 

under che ceg-pay oocog as co:^oa t \!U^hr - ^"^^''^^^ ' 
- . . ■ • .he c.velve-pay Ojicion) . 

(b) The difference will rag=re Frn^ = • - . " 

•/ear, up^E S sa^ry L^'"d" 



107 



SUBJECT: 
(ContinuecJ) 



BOWLING GREEN STATE 'UNIVERSITY .FACULTY PERSONNEL MA'NU At 

L . 



University Policy on Federal Tax 
Withholding from Payroll • ' 



DOCUMENT NO: I-C-35 



PAGE 



11. 



OF 



_2. 



For faculty employed both during the suomifer and the academic year,: 

(a) ,1^ the academ.ic year salary is pdid in. ten (10) equal chec1c& , ■ 
the summer tax -withheld will be computed^at the normal rate". . 

■ * ' 

(b) l^weyer, if the academic year salary is paid in> twelve (12)' ' 
equal checks the summer earnings will be added to your eleventh 
and/or twelrth check,- so that a/much larger amount is "deducted 

- for -summer tax. Please note that the tax deducted from" this ' 
one summer check may be $250- - $550 higher than might be • - ■ 
anticip^ated.-- " - ^ '■ ' ^. 



Cc> More tax I'b withheld under the fcwelve-month pay option. 



i 



P.vrof/Sf=-^°"^^ ^"^'^^^ equestions. do not hesitate to contact the 

Payroll Office or the Busiaess Office. ^ 



8' 
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. ' .DOCUMENT NO: I-D^IO 

f ' 

BOWLING GRE'EN STATE UNIVERSITY , , 8/26/75 

= INSURANCE PROGRAM 

' ' ■ ; ' 

John Hancock Qtoup Insurance Flag ( 

I Participation in this plan is ^rt of your salary contract and an amount 
equal to your contribution is included in/ and will be deducted from your 

: Coveffage consists ;of Life, Accidental Ueath and Dismemberment . Lon^- 

• yerm Disability and Major Medical insurance on eligitle employees andliitor 
Medical insurance on eligible dependents. The Life, Accidental Death 1^ 
Dismemberment and Major Medicai' coverages become ef-fective on the date the 
employee assumes ■active, employment and- the Major Medical on the dependents 
of the employee becomes effective at the same time. Loag-Term Disability 
coverage becomes effe^itive for the eligible employes' ^ year following 
. ^he first day t he em i^loyee assumes active emplovmeht: . Details concerning 
benefits, costs, beneficiary selection and claim filing are described in ' 
the John Hancock booklet and on the attached sheets. 

PJ-ease codrolete the John Hancock enrollment (Blue)" card. 



ranca 



John Hancock Dependent Life Insu 

Employees eligible for the John Hancock Group Plan (Item 1) may insure'their 
spouse and children for life insurance. As a nev' employel, you may enroll 
your dependents at this time, with the coverage becoming effective on the ' 
dace the employee assumes active employment." If you do not make application 

'° ' ^^'^'^ ^^t^'' '^he John ^ancock Insurance 
Company xaill ask for evidence of insurability • on your dependents. The 
application for this plan is on a voluntary basis and the laws of the State 
of Ohio require that the employee pay t1.e full cost of the coverage.' Costs, 
fn^H eligibility of dependents are described in the"enclosed (green) 

folder and cost information sheet. • / 

NOTE: Please comoletP. the Dependent Life Insurance enrollment 
(Yellow) card, if you wish this "covetage.^ ' 

Hospital-Surgical-Ane athesia-Medical Insurances ■ 

^jLr^ir"'i^.^'^\''^^ cost for the empl-oyee portion of Hospitalization . 
insurance and for the employee and family Surgicai-/nesthesia-In Hospital 

^^^T.^ wisVfamily^Hospital coverage, he ' 

" our'nosnit f '""^ ^'"^^^ '^^''y ^^e coverage 

2sp°Ll benef^ f ^^^^^ T'"" "'^^ '^"^ carrief^s . ' Blue Grogs provides 
Ho.n^'!l mT ?\ ^^""'^^ provides .the Surgical-Anesth^sia-in 

^t tiif t^'' ^ employee, you may enroll in Blue Cross 

at this time, or if you presently are a niember ^of Blue Cross, you lay transfer 

f the S% Tr-/'"^ "-^^"^^ Will- become effecti^e'on-Ee fira 

witM^ your date of hire providing you enrUl or transfer 

Cros^nlL Ml °^^°"'u^'^^°^"'"'^^'^^- participation infthe Blue 

r "\Vnn deductible required^ by the John- Hancock Major 

thf^n.T ? "^^^■'^^^ Blue Cross insurance, "complete 

or faS °' enrollment (whltd) card. ^ If you do not want eithe/ the single 
or famxly coverage, please sign the waiver on the reverse side of the caJd. . 
IL c ^° complete a separate enrqllment- card -for thd' John " 

Hancock Surgical-Anesthesia-In Hospital lied ic a 1 coverage. . 
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The enrqLlment card (Blue) that you completed for the John Hancock Group 
Insurance (see paragraph #1) also serv.es as your Surgtcal-Anesthesia-In 
Hos-pital Kedical enrollment card. Benefits of the hospital plan are 
explained in the Blue Cross folder, and the surgical plan benefits are 
, stated in the John Hancock booklet. Family cost is shown on -the attached 

Cost Information Sheet. ° , i . • , i ■ . ■- 

^ ' ■ ■ ^ 

IMPORTANT: If you are presently a member oTBIue Cross and 

are transferring to this program', it is essential /. 
that you complete the section, " Are 5tou enrolled 
' ■ in a Blue Cross Plan now ?" on the enrollment card. 



IV, Educators Insurance Company Inc'ome Protection Plan 

\ '■ 

Monthly benefits are provided by this" program for total disability, due to 
, Illness or injury. Two plans are offered: Plan I - benefits up to one year, 
and. Plan II - benefits up to 26 weeks. These plans coincide with the John 
Hancock Lon^-Term Disability program: Plan I provides protection for the 
first year when the new employee U not eligible for Long-Term Disability 
coverage, and Plan II provides coverage during the six (6) month wSltring 
period after the new employee becomes eligible for Long-Term Disability^ 
•New employees ei;irolling in Plan I Automatically change to Plan II at the 
end of. the year. The enclosed brochures describe the various inc'ome plans 
available and the costs. You may select thi^ amount 'of monthly benefits 
best suited to your heeds, but in no instance can it be more than 807. of your . 
income. The application for- the Educator Plan is on a. voluntary basis. If 
_ you desire this insura^ice, application,- forms are available in the Insurance 
Office,. Room 322, Administration Building. 

■ • 



V. Travel RLsk I-nsur'ancp. 



This- accidental d'eath and dismemberment insurance covers, .all active full-time 
administrative personnel and faculty members, part-time faculty members, 
graduate assistants and teaching fellows,- while traveling on the business of, 
and by assignment of, with authorization of,' the University. This coverage 
is provided at no . cost to the individual and de6ails,.xj^he insurance are ' 
- explained- in the attached. Travel Risk Insurance sheet.' ' A card^-fa-r designating 
^a. beneficiary for .this insurance is also'.enclosed. - f/ 

- ' , . . .'.'^ , _ 

VI . Premium Payments • ■ ' ' ' 

Premium -payments for insurances viU be"made b\'-payroll deduction. The John 
- Hancock „Group Plan, the John^Hancock Dependent Life Insurance, and the Blue ' 
Cross family premiums will be deducted in nine^-' payments for those individual 
receiving nine checks , -and^ -twelve ' payments for individuals receiving twelve - 
Checks. Deductions provide coverage for twelve months. In all instances^ * " 
the piemiums for the Educator's Income Protection Plan are based on nine \ 

■ tr"iL~^StsT ''^^ Information .Shea. ' 

' 110 ' ' ) 
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VII. Enrollment Cards . . - 

Please complete all enrollment cards . ^nd return to R\. H. .Meister^ Insurance 
Office, Administration Building, Room 322 within 5 days-. ^Should you-desire 
^ assistance, contact Mr. Meister at 'extension 2-2203\^ 

Vlll^ Insurance claiias . ' i . ,,s' t 

To collect benefits for Surgical -Anesthesia or In-Ho^pital Medical claims, 
it is necessary to complete a John Hancock claim form. Thesej forms are 
available from I'lr. Meister,' Room 322-, Administration Building, Extension 
2-2203. • ' > ° 

Also, claim information on D^ath, Major Medical ,* ar^' Long-Term Disability ^ 
insurance, and information -regarding the status of your insurance in the event 
. of leave of absence, disability, ^change of beneficiary, ter.mination or retire 
ment, may also be obtained from the same office. Please feel free to avail 
yourself of our services* at any time, v 
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■ ■ Page 5 

•.^OWLINb GREEN STATE U NIVERSITY TAX-DEFERRED AmjITY PROGRAM ' 

moa^rLi'fi;'^';^"'' ^'°P'^°y«" °f educational iastltutioag to lavest ' - 

money and to reduce -t^elr taxes at the same time through a Tax-Deferred 

U?e iLf ^^"^^^^^ ^PP--^ -^he aItNA Variable I^nutty 

CoSaS " PALIG?°"?"'h'^^T''^ Participating Annuity -Life Insurance ' 
t^ompany PALIC) , Teachers Insurance and Annuity Association-CoIIese Retir- 

rcarSers'f IV. ^^P^"^^^)' ^^e State Teachers RetiteLn S^st m STRS) 

ILuities contac^%' r M ""''^^ t-formation concerning Tax-Deferred ^ 
r^r.^ \ • ^* Meister. Insurance Administrator, Room 322, Admin- 

istration Building. Phone 2-2203. ' ^ J^^, aamxn 

' - ,^ 1 i • 

ge neral Information C o ncerning Tax-Deferred Annuities 

1. Employees of non-profit organizations may invest in a tax- 
deferred annuity with qertain potential tax advantages. i 

2. . If avoluntary salary^ reduction is chosen for purposes of 

a tax-deferred annuity program, such reduction must bl \ 
authorized in writing and the amount of the reduction be 1 

: contributed to a. tax deferred annuity. The amount of the ' i- . 

- reduction and earnings on that amount are excluded from 

rederal income tax in. that taxable year. S - •• i 

3. Amounts received under a tax-deierred annuity either in " " 

ir^MV-fr^""'" °' ' ^^'^ ^^^'^^ble during the y " . 

in which they ate received. ^ , 

" bv'a'lo!:^^ that may be made is determined . 

by a formula called "Exclusion i^llo.;ance". An explanation 
. ^ °^ "^^^3 «ll°^^3Qce^wilL be made by, the insurant representative. 

" ^* or decreased once during the 

tax year and !^ay be discontinued at any time. - S 

6. The tax-deferred annuity contract ahall r,r.f ^^^,^^4 ■ • ■■• 
fny or,., ^ „ ^ J "^"i.i.j' (-ucrtracc snaii not contain provision 

tor any type of insurance^other than annuity. 

, 7. The voluntary salary reduction affects the amount of taxable 
incoW for Federal and State Income tax. City Income tax 
^ th:'^bli'°r '^^^^'^^'^-^-^h-s Retirement s;:t;m and " 

Si^to^thf L'd°i::io^!^^^^^^? ''-'^^ - -^-^ • 
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Below is a list of t3rpes of beaef iciarfea 
and the standard wording for eafctf type ^ 



Type o^f Beneficiary 
I. Insured^a Estate 
2» One Beneficiary 

3. One Beneficiary 

4. One Beneficiary and Children 

« 

5. Two Beneficiaries 

•V . ■ ■ 

6* ffhree or More beneficiaries 



7. One Benefici^ary ind One 
, Contingent Beneficiary 

o8. OQe Beneficiary and Two 
Cocft^ingeat Beneficiaries 



9. One Beneficiary and Three or 
More; Contingent Beneficiaries 



10. ]Two Beneficiaries and One 
Contingent Beneficiary 



II, Two Beneficiaries to' Unequal 
Portions ^ 



12. Trustee Beneficiary to ^an. 
Individual of a Bank 



13. / On^ Beneficiary and Per 

Stirpes Representation for 
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Standard Wording 

My Estate 

Leslie R. Lindstrom, Wife 

Bowling Green State University 
Foundation, Inc» . • 

Leslie R. Lindstrom, 57ife, if living; 
otherwise to any children born of the 
marriage of myself and. said wife, Leslie 

Geor^k Lindstrom, Father, and Emily 
Lindstrom, Mother, equally or to the " 
survivor. . " 

Geqirge Lindstrom, Father, Emily Lindstrom, 
Mother, ^and Christopher* Lindstrom, Son, 
equally or xto the survivoca *or survivor. 

Leslie R. Lindstrom, Wife, if living; * ^ 
otheraise, tp Christopher Lindstrom, Son 

Leslie R. Lindstrom, Wife, if living} 
othen^ise, . to Christopher Lindstrom, Son; 
and Maria Lindstfom, Daughter, equally 
or to the survivor 

Leslie R. Lindstrom^* Wife*, " if living; ^ 
.otherwise, to Christopher Lindstrom, Maria 

Lindstrom, and' Jennifer Lindstrom, ^^Childrer 
, equally or to the survivors or^. survivor 

George Lindstrom, Father, and Emily 
Lindstrom, Mother, equally or '-to the 
suirvivor; otherwise, to Leslie Lindstrom, 
tWife " ' 

/ . . 

George Lindstrom, Father, to receive 
three-qu-arters (3/4) of the proceeds o| ' 
the Certificate and the remaining one- I 
•quarter (1/4) to Emily Lindstrom, Mother, 
the, share of any ""deceased beneficiary to 
be paid to the survivor: ' . 

Bradley ^ollias and John Swenson--Qr-- 
'Jamestown. Bank & Trust Cbmpany, Trustfee(s) 
V under a Deed of * Trust dated 

Leslie R. 'Lindstrom, Wife^ if she survives 
the insured; othens^ise, to John Lindstrom, 
Maria Lindstrom, and Jennifer Lindstrom, 
Children, .an ^equal shares with per stirpes 
representation to the ' surviving childret)i 
of any deceased child 
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■ TRAVEL RISK INSURANCE 

The University was coaceraed wicfa Che fact Chat many employees traveled 
on University business, but had no supplemental accidental death coverage. 
We are pleased to inform you that all acti„ve full-time or part-time adSnis- 
■ tiacirn/f't?''" • part-time faculty members, graduate assistants and 

• for " contract with Bo^^liag .Green State University ^re insured ." ' . 

Um Jr!^ K °' dismemberment resulting from ai?' accident while traveling on . 

lo^ f^. x^^'!" ''^'^ ^^'^^ ^^^"^^ «hall result in any of the foUc^inc 
fol^r. f °' '''' acci6eat, the insurance vill ^ay 

^5!*;": $5-0,000 4 

Both Hands or Both FeeC^'or Entire Signt of Both Eyes 50,000 

One Hand and One foot.... . .... 50 000 • 

One Hand^^and the Entire Sight of One Eye!'.*!]."!!.*'.* 5o'oOO 

. One Foot- and the Entire Sight of One Eye sn'ooo 

One Hand or One Foot o^nnn 

Entire Sight of One Eye !!!!!!'!!!!!!!!!!!!!!!!! 000 ■ 

; Coverages under this policy in effect while the insured person is on the - 

boni"fide (excluding everyday travel' to and 'from Jrt and 

boara.. fide vacations) are- as follow?: 

I. .Riding. as a passenger or operator in or on, boarding or 
alighting from, aj; being struck by, any land or water 
conveyance, other than as an operator -or member of the 
crew in any cgnveyance operated for the carriage of 

passengers for hire; or • - - 

^* .Riding as a passenger, and, not as an operator or member of'^ 
" • ' ■ '^he crew, in- or on, boarding or, alighting from, or being 

struck by, any previously tried, tested and approved civilian 
_ ^ or military aircraft which is being used at the time for the ' 

f!^^"^P°'^'^^'^^°n of passengers and is being piloted by a properly' 
licensed pil*6t. ■> f. t- j . ^ 

3. Riding as a pilot, not- as a passenger or member of the crew. •' 

■ on the Bus,iness of the Holder, in any aircraft having a valid " ' " ■ 

and current "standard" airworthiness certificate issued by 
the Federal Aviation Administration, and for which the pilot 
then, holds a current and valid, certificate of competency of " 
a rating, authorizing him to pilot such aircraft. '. 

with lh> lu^ "T ^"f "^^^ °f the University" means" on assignment Vy or- ^ 
with the authorization of the University for the purppse of furthering the ' 

o^^"r:n°be^a!f or^f'/- travel. meL'travel at thelequeSt ^ ' 

p i'- u ?^ ! ^""^ ^""^ purpose-of furthering the interest of the 

in ;:^t° 'rsuc°J f '^'^ '""T^' -in^ursemenr'otalS or 

such a t'{o r^.r-?""T incurs , as a result of making 

person's iarticl^Lr travel is a usual and normal part of. an insuf^d 

DoUcv his regular compensation,, he/she is also considered covered und^r this • 
policy. Territoria], limits under this policy are worldwide. " . ' 

\ 115 
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A beneficiary under this policy will be a person, or persons, 
specifically designated in writing by the insured;, otherwise, the 
beneficiary will be the estate o.f the insured. ■'■A' form is provided 
for dHsignating -a beneficiary if you so desire. 

_ The cost of this policy will be paid by Bowling Green" State 
University - this coverage is in addition to our g^oup program. Any 
questions that you might have concerning this insurance shoulci be 
directed to R. H. Meister, Insur^e Administrator^ Room 322 
Administration Building,. Phone 2.-2203. ' ' 
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- fuU^-:e^\'':h%"SL°Irs\cv b'^ ^nivers i ty/ including, art individual employed " 

- audic a course or co caL a course For"'';"'- ' ^^ed eicher 

of Che inscruccional or general fee' " wi chou c -pay.en c 

^(1) his area adminis era cor ce'r.fci f i rhl<- • ^ . , ' . ''"^ 

"iU no. interfere .Uh Che discL. e 

5 ^ iii-b aucies as a Universlcy employee; 

(2) his enrollment inNthe qpri-inr. *.u . c . ' . • 

(3) hi's enrollment will noc orevpnr ^ t ^ ' ■ ' 

. attending Che class section; and ^-^^S-l^-ly registered s tudent._ f rom ' 

^ (4) he enrolls for the course in che'cffic^, of che Regiscrar. ■, " ' . ^ ■ ' ' 

Spouse/Child - ^ ' " / . . 

■ and employoos o^' -he n»nJv (°r lofcal equivalent of Civil Servic'e) ■ 

Who ha; co-pie?:, a.e^^^ro^^f^ llr^'^" '^"'^^^ ^''''^^^ ' ' 

University, rnay enroll ^it^out nf . ^^Bowling Green Scace . . 

. a full-ci^;; orVs a part ^ scud^nt af ' fee. eicher as ^ 

an off-campus branch or center nrn /i u" """^^^^^i^^. °n che campus or ac , 
. considered a personal eKemo io; T k individual is eligible co be 

Internal Re.eLe Cod / The LLral'^ee S'°'''>T °' k ^^e 

Will bo paid by Che s^udenc.' • ^''.'"^ '^"""^ f^^" charges ^ ^ • , ;. 

.e.ploye^^tt^"r;o^.^?rS■r:h'^°191^^ ^"^^^^^^ of- a • f u u"- cime academic . . • - 

. tenure or had accaincd cL ^ank a' ^^"^"f ^he scatos of p.er,r^nenc . 

c.nure. i nc lud ing. ILbe \f '^'e Depa cL"^ °r full professor if hoc on- . 
Science, and emerisus scaff m^mL °f Aerospace. Scudies , Milicary. • 

. instructional fe; e h "as — ^ without payment of the . ' 

an off-camous b-anrlV.! f^ll--^'"^ part-time student on campus or 1 4 ry 

CO be considered r ""t^'^. • Provided that the individual is eligible " ' 

ERIC charges wiH .-be paid by the studenC '"^ °^ • 
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A ^'full-cicne nonacademic employee is one who works 40 hours a week on a" 
. regular schedule and is employed full cime for a nUnimum of nine months a 
. j.year-^such eligibility to.be determined by appropriate authorities 

A full-time academic employee is 'one who is appointed (including' leave 
o^ absence) Cor a minimum of three quarters bf tlie same fiscal year and V . . ^ 
whose teaching ass L-^umenLs. and/or other assignments are determined by ' 
^appropri^ate autho.rities to constitute a. full load/' 
. _ t - \ , , ' 

The President of the University is authorized, effective as" of September 1, 1973^ 
to waive- the instructional fee- for a cohabitant spouse, and/or child or children 
Sf a full- tim^e- employee, iiacludlng^ faculty and civil service, if the ^employee 
was^ employed ptior to March^ 1', 1972, and would have bec(?i?§ eligible for * ' 
this fringe benefit under the policy which was in effect at the time of ^ 
"his 'employnient; , . ^ . ^ " . . ' . 



1 



Fee Waiver? Asreemcnt between BGSU and UT . 



.... ^ . 

■ - ■ •■ . ■ ' ' 

Thfe Board of Trustees of BGSU and UT approved a reciprocal agreement 
whei;eby full-time employees 'of one untvg-rsity may . take' courses at the other 
.university with a waiver of fees. This covers full-time employees only 
• and does not include- waivers fot dependents 

■ The agreement is ,e;ffective inmiediately and procedures are outlined 
below. BG employees wilf receive the same benefits at the Univer^ ify ^ 
of Toledo as on our campus. Our rtiles and limitations under the prisent 
policy for employees^ will -apply fot* taking courses at UT*. 

. . ; - .V 

, 1, It Will be necessary to be properly admitted as ,a student ^. 
(either undergraduate or graduate) at UT bef.or& enrolling 
for pourses. ■ • '/ * 

' ' ' . - . ■ ' ^- . ' 

2. Fee waiver forms arfi available in this of f ice '(235 Adminis tT-ation 
Building) as well as a re'gistration card for parking" permit 

3. AddLCi6nal information will be given to you when you pick up^ ' '"^ 
a form. 
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in a 

i s 



The purpose o£ chis 5 Ca Cemeat: is -co promote pubLic'unders landing and support: of 
poLiCicaL aspecc of academic freedom. - - " ... 

_ ■ . ' ' ' - s , 

.(1) The .universicy in a democracy ir.ust: be deyoced Co accs of free inquiry'^ 

and free commiCwent: . in die spheres of CeachLiij; , ' Lea rni^g and reseaVch., 
Freedom in researxh is fundamerjCaV to chc a\lvaacemch(: o'£ knowledge. ' 
AcadomLc "freedom in ceaching and Learriipg is land amen c a L Co die pro- 
■teccfon of Che -fighca of-boch che ceachcr and Che 's Uidc^c . - Any univer- 
sity which^fails to foster such, freedoms, but remains neuCraL, incvi.: 
■tabLy casts'^ siLenc vo§e for che "demise of. chose conditions on which ' 
the survival, of the' democra t ic way of Life dep.ends . ^, 

There is nothing more_ da nger,ous to tha^ctivity of fcee mqu-iry , 
. democracy than'the vi^^w that the'worLd must be always that which it 
> -now. The university is an agent of cultural t tans format ion and 'as such 
presents a variety of choices, to its students for alternative commlt- 
ments_^and courses .of act ion. It must therefore foLLoW ciiat a university 
WLIL oppose anything or anyone who acts to; create fear or condemnation 
of the -students, faculty, or 'adminis tra tors , for the "exercise- of such . 
choice. The freedom to think f Lexib Ly , to cxpLqre any .and ill belief 
systems, and to choose from-amoiig them, whether they conflict with 
1 pre^sent ideas, or ins t i tu t ion,s or not, must always be fosteredby the 

' ■ univ-ersity in a democracy, . . ■ " . . ' ■ - ' 

(2) To this.ertd it is imperative that the university mupt recognize- the 

right of political expression which 'is exercised -within constitutional ° 
boundaries. No democracy can-survive as a democracy without the con- 
tinued 'exercise of free political activity'and fre4 polit-ical express^n 
by Its members. This is the self-evident basis for 'the Bill of Rights. ' ^ 
, including the first amendment which guarantees freedom of speech, free- 
dom of,. religion, .a free. press, and freedom of peaceable assembly. i_x;roups 
_ .rom on or off campus should noCbe subjected to eicceptional require-' " [-^ • 

> ments to obtain permission^ to give lectures, sell oc • d is t r ibu te publi- 
_ 'cations ^of political, reUgious of educatipnal import, circulate peti- 
cions, or carry out orderly demonsCra cions , a> long as these activities 
do not interfere with classroom or study hall activity, v L " ■ - 

-(3) 'Statements of political mbtters within che c lassroom,' inc luding^ s Cudenc- i -» Cl 
teacher .interactions , are to be conCined' only by ' the^ relevance of che 1 y 
subject-matter to ch'fc diric'ipl'inc involved. Judgment^'oE such relevance 
ran be mac!e most properly by*tUosc a c'a du.-n'ica I iy qualiCiffd'in the disci- ' 
pLine, * , . ■ 
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(4) SecuriCy rei^ulacions beyond ordinary proccctioa efga ins t ' illcga 1 ace ions 
have no pi-acfi in a universicy. Any fuvchcr concern wich securlcy rc^u- 
^ ^ , . lations or with poJ.'it: ica 1- security checks (wUich make use, for example, 

of such mechods as phocop,rapliic or monicorlng devices) aijCablishcs a 
condicLon o£ suspicion and f ear' quite liiimica I to free 'express ion , and 
quite adverse Co the tradition that a ifniv.ersi. ty shall be a center of 
Ljinovative and challenging^ thought in b6th the arts and "the* sciences . 
* ' / • * . . f. 

. 3d . . 

Any 'regulations or security precautions which, in the absence of legal 
evidence) presume or i^nply the guilt of. any indjLvidual^ or groups, 
destroy the entire fabric o&'muUuaL confidence within the university 
coffimunity. . • . ' . 

•(5) The members of the university community may speak, write,, demonstrate, 

or picket as ci tizcns without fear of inscitu tional censorship or disci- 
spline. , The S|;ecial position of university personne l*,- .however , does 
^impose speoia^ obMgations. It is incumbent upon them to remember that 
: *. the public may judge their institution by ' their *ut teranco.s . They should, 

therefore, a^ all times^be accurate, ^exercise appropriate restraint, 
and show respect for the opinions of others, and should make every 
effort to indicate that they act within their rights as private citi- 
zens annd not as spokesmen for the institutio^n. ' 

In conclusion, it should be remembered that the gadflies of poli tica l' act xon 
'(demonstrijtors , ^pamphleteers , agifta tors ,^ student s , faculty or administra tors)% main- 
tain che^frontier of political freedom for all persons., Although some might regard 
such political expressi9ns as irritating or lamentable, while others''see them as 
contributing' importantly, all muse concede that their activity serves to keep con- 
scaxiti^ explicit th^olimits of authority over the lives of aH/of us. lA is the 
testament of recent European history that, unless such , boundaries are vigilantly 
maintained, they become increasingly confining,' and those per;sbns who are accus- 
tomed to liviYig comfortably within a lesser degree of freedom should find that 
chey also have none. , ^ " * • 

- "It is therefore recommended by this Senate: " • 



A/ 



^ (I) That there^be reasonable regulation of the time , ^place, 

and manner of conducting political activity on the campus; and 

• (2) That there 'be.'no University restriction on the content of 
speech or advocacy. * ^ . 
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. , l'/H£R£AS, A. Policy Scatement on Freedom of Political Expression 

(th^* s tatcd purpose oc whach v;as. lo promo'ce- public understanding and ^ 
support o£ tihe poliiiical aspect o£ academic Ereedom) , as adopted by the • 
Bowlinj Green State University Faculty Senate. January 20, 1965, was 
presented by the President to the Board oJ: Trustees foe consideration 
on March 5, 1965, and 

"* . ^ * 

^'/HEREAS, The, Board of Trustees 'on March 6, 19r)4, had amended 
the^ Cha'rCer of ^whe Lfniversity Faculty, said amended Charter containing in 
Article 1, therc^of, a list of Basic "Principles (v;hich ai?c the guiding 
principles upon which the Faculty Charter is based), among v;hich Items a. 
and b read a"s follows: 

a. Fu'll freed'om for the expression ^ dif fering opinions 

and; the acceptance of the spirit of criticism are essential 
• . fche^'^atmosphere of a great university; 

\ ' , ^ <** . ■ ,^ 

b. Academic freedom is indispensable to tKe University. The 
freedom of the individual teachers-scholar, IjoweveiTj carries ^ 

/ . ^ with unmistakable acceptance ofj^responsibilities with - 
regard to the good of the Univers^iy and of society^. 

. ^^iEREAS, The T^oard of Trustees is of tiw*^ unanimous opinion that 

consideration of the political aspect of academic freedom is already 
implicit in the above stated Principles; - , / . 

NOW THEREFORE BCl. IT RESOLVED, Thit the Board of Trustees ' 
reaffirms the aforesaid Pt*inciple3 pertaining to academic freedocfi; !^ 

MJD BE IT Further resolved-^ The University; ^throug!; ics President, 
shall prepare and submit to'the Board" of Trustees for its consideration 
rules and re^gulations applicable to che political aspects of academic 
freedom which arc deemed advisable by the Administration ^nd/or Che 
Bowling Green State University'iFa^culty Senate, prdvided that any' such 
rules and regulations (1) shall be consistent with the Charter trhe 
University Faculuy, (2) shall acknowledge the righ^ts of a citizen, 
(3.) shall 7not detract from the academic development of the .student and 
•the Udiversity, (4) shall' recogni^ie the overall intent of the Policy 
statement on Freedom of Political Expression, which was adopted by the " 
Q Bowling Green State University Faculty Senate, on January 20, 1905, 
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(5> ^shall i(;lGnl;i£y uhe responsTbilities "of the"" student, faculty and 
, * ^ the UniveiTiijity v/hich must, be met in order to ^maintain academit freedom 
and Che politic^al aspects thereof, and X'o). shall vest ultimate control 
on. vTll matters rclatin^^ to academic fi^e^dom and the political aspects 
uherccJf ia tl\e Presidenl: and thd Board of Trustees; 

, AND BE IT STILL FlfRinER RESOLVED,' That the Faculty Senate be 
asked to submit a reGolution to the Board of Trustees, providins for ; 
an Gtnendment to Article IV (President's Advisory Council) of the 
.Charter of the University Faculty fas amended March 6, 1964) adding 
.under Section 3,, thereof, a? an additional function the conside.r-ation , 
» of any -alleged infraction ot* such' above-mentioned rules and regulations as 
may be adopted by the Board of Trustees pertaining to academic freedom 
and the political aspects thereof.; 



.AND BE IT STILL FURTIIEPv RESOLVED, That in the everit a student is in • 
involved in alleged infraction of such above-mentioned rules and regulations 

pertaining to academic freedom and the political aspects thereof, as is 
referred to and considered by the. Pres ident 's Advisory Council,, said Council 
.shall become an ad hoc committee and shall -include , in addition to its 
regular me;nbers , . the Dean of Students, the President of the Student Council 
and a representative of the Student Body, X the latter to be' appc^inted by the 
President of, the University). * ' • 
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Introduction ^ ' 

^ • _ Generations of teacher-schoiaxs have recocrnized that membershif) In 
the. academic profession 'carries with it special responsibilities. The' 
natures of the educational process,, and the -circumstances necessary to 
the search for truth, and-the -.use , extension, and transtuission of know- 
, . . leagev haye resulted. in various stateraerits if. the .concept of academic" 
freedom.^ Always,* this: demand for freedom has been accompanied -by an 
^ awareness- of a concomd-tajit responsibility whicli has beeiv part of the- 
_ . condudt of reasonable, -learned,, and humane men and women who practice •■ 
— -Ch^^worthy and dignified profession of teacher-sqjiolar . 

' Although ma^y aspects of this sense of ' responsibility have been 
and Will remain,/ unwritten -.and miderstood, the faculty of. Bowling' Green 
State University wishes to ^re affirm in a formal wav its recognition of 
Its special responsibilities -.as set forth in the following statement. 
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Statement 



The- t^cuxty of Bow,ling Green bcate University reaffi^rm that the fol- 
lowing are- an accepted part., of their responsibilities as , teacher-scholars : 

1. The responsibility to assure the student's freedom to learn, 
through maintaining on atmosphere, conducive to free inquiry, the resect • 
^f the student as an individual,; and the evaluation of students based- on 
professionally judged. acade.-Tiic performance without regard to aersona] or' 
political matters irrelevant to that performance. 

_ . 2.; The Responsibility to exercise intellectual honesty , "'throuan ' 
the development and improvement of his scholarly competence, the exercise 
of ^critici^l self-discipline and judgem-nt, and the avoidance of subsidi- 
ary interests, which -^ompifpraise or hamper \is freedom of inouiry. ■ 
[f 3. The resport^ibilicSc^ to state clearly "the obiectives" 'of the courses 
he teaches, to dire dt his instruction toward thfe fulfillment of these ob- 
jectives, and to avoid the iiersistent intrusion of material irrelevant • 
to the established pourser definition or apart from his area of scholarl5s 
competence. . . ' 
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.. 4. The responsibility to' participate meaningfully and constWtively 
in the governance of; the institution, and the tnaint;4nance of' high orofes- 
s^onal standards in' the objective evaluation "-of his colleagues. 

V .5. The responsibility to meet classes 'and othec academ-ic obligatiqns 
rf^larly and at scheduled tijTies , ^to assist in arrangement when emer- ' 
gfrf^ies intervene, to oxaintain reasonable opportunities for student con- 
%ct and conference, and to provide information on progress and evaluation ' 
as oarb or student learning experience.' 

6. The responsibility to determine the amount Ind character of the 
work he does outside the institution with due regard to his oaramount 
responsibility within it. ' ' ' '" ' 

^ 7. The responsibility, while acting as a private citizen with the' 
rxghcs and obligations of any citizen, to 'avoid creating the Lmpression 
that he speaks of acts for the University.. ' 

_ 3. The responsibility to observe the stated regulations of -the in- 
stitution, but to guard his right to criticize and seek revision peacefully.. 



r 
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I. To his students * v , - 

A. In Course ' « ^ ^ ' 

1. Grading . ^ , 




a 



/ 



- v r 



ITL-Gours.e grading criteria should ba clearly for- 
mulated by the instructor, and these criteria should 
be explained to each class at the beginning of the 
course. ' ■ 

b. All work performed by students in the course 

(incluaing oral participation where approoriate) 
should be 'seriousiy considered and ■ evaluated; written 
' work- should- be returned promptly. 



G 



The instructor should provide- opportunities for review 
of .grades in 9rder that students may understand ■ the 
reasons -for part icu.lar'.grades and obtain guidance 
'toward • improvement ' 

> 

Office-' hours' ' ' >. 

I- . - . 

a. Hours should be- reasonable in quantity, time o£ day, " 
and campus,- location- " • ' ' , 

b-. Hours should be posted near the instructor's office, 
• and listed with- the appropriate secretary. ^. 



C-. 



Provision- should- be made for special appointments 
wherever hardship or difficulty arises. 

Scheduled offibe hours should be observed 
conscientiously. 



Classes 



.^hj, instructor should prepare ccnscientiously for each 
class session (including arrangements for teaching 
aids, guests, etc, , whenever applicable).. .■ 
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•b, • The instructor should meet classes . promptly and should, 
cut of consideration for both students ^nd colleagues, 
dismiss nqt later than scheduled tinted 

■ '"^ ^- Whenever any change is anticipated in scheduled time 
. place of meeting, the instructor should provide 
. adequa::e notice, to the 'class. Where appropriate *• 
(e.g., small classes, evening classes wliich freauantly 
invol^/e considerable travel for some s tudents) , ''some ' 
procedure should be established for emergency notice ' 
'to students. ' '"^ 

d. The instructor, should provide for and conscientiously 

. consider valid means for coarse evaluation bv students. 

e. The instructor siiould ..strive continuously and 
-conscientiously to • improve -the -effectiveness of his 
/teaching and to' this -^nd •should"'seek^ counsel and 
constructive criticism from* colleagues , . ' 

Tests and exaaiina'ticn^ 

a. Tae instructor should maJce clear in 'advance the areas 
(lecture, text chapters, other) to be covered on any 

.test or examination. ' . . 

b. should, by .explicit .word and ''implicit classroom" 
conduct, make clear to his students' wha t emphcisis he 
places upon facts or data and what upon synthesis., 
or thought..^ • * - , 

' ■ . Pi It. jis.v the.^i^structor * S-. responsible promote . 

adequate standards of linquastlc'' expression (e.g,.,.. 
spelling, general grammatical and syritacBlcal - clarity , 
organlzatlon^^.and-., form)^ " ' 

-.d. The., instructor must^ both- iri: fairness , to those. 

students who- conscientiously.* prepare anc3 to orevenc ^ 
those v/ho do not from caking * advantage of oth'ers^' 
.assure during tests an atmosphere. conducive/ to the ^ ' 
highest standards of honesty. ) 

•5, Counseling and advising 'f^ 

a While t:ha University provides both general and' 

specific counseli-ng services as a discreet function, 
' ^ths insLructor will often have more intimate 

"knowledge of his own collage, department, and field; 
3uch knowledge provides- him with' unique insights, and 
he has, therefore, a right and an obligation to 
Q counsel and advise students- within-'his area of 

ERiC competence. 
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b. In general,- the instructor is, obligated ho res^ject ' - 
each_student as g human :.eing, to recognise that- he has 
.cne feelings and inadequacies qommon to trie human 
coua3:t3.<>n and to recognize that he has both human 
and civil fights. i ■ - . . 



♦ 



II. To the university and his colleagues . " . 

A . ■ Records ' • " ' 

1. The ins;:r.uctcr is responsible for maintaining adequate 
records of s cuden t per f orraance In course. 



D. 
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He is responsible- for keeping adequate records of .course ' 
concent and assignments. ■ . 

B- The professional should endeavor to maintain' and develop 

awareness and understanding of areas impinging upon his o^m ' 

C. He should willingly serve cn a reasonable number of 

coromittees concerned ;v/irh curricular development and general ' ' \ 

Universxto governance, at departmental, collegiate and ^ A- 
uni.versitv levels. ■ ' ^ ^^a.^<=, an^ \ 



edno^°?on to. the contintiance -and improvement of 

educational qualicy witnm the University through strong and ■ 
accive participation in selection of new faculty, and in 
decisions on promotion, tenure, and other recognitions of 

TI^ professional is obligated to ' promo^te' b? precede and 
fo^S ? J^""^""^^- atmosphere within the University of respect 
for knowl^ge, thought, " and inquiry, ' even when - indeed • 
especially., when - such may be at variance with his own ideas". 

1. He;:respects his colleagues^'-and'his s tudents," ; without ' 
reservation or favor because of race, national' origin, ■ 
••ieitimeSts'^''' '^"'^^ rank.> -discipline, or political-^ 



2.^- He, contributes, poaitively-.-fco. reasonable orderl 
• rfi-thxn-^ the-; University community-. 



mess- 
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III. Toi his discipline^ 

A- He con tinaes his . growth within .his- field and-relatad areas. 

B- - He shafe'somatured coficepts with others through his teaching, 
, and thorcugh creative endeavors^ research and -attendance at 

\arid participation in ".prof essional associations and meetings. 

IV. To self . . . ' \ . 

" _ ■■• . <■ . 

A. Th^'*pr6f essional seeks continuously to improve his own ,value 

as'- a* -teacher and as a citizens. . \ ' 

■ * • 

B. He seeKS diligently to improve the teaching -working environment 
J . v/ithin thjs' University structure \ 

l^-> hy* promoting.' a general Atmosphere of intellectual and 
social growth, and 

2. by seeking' just and equitable compensation - including the 
concept of reLeased time for professional growth. /■ 

C. He actively contributes -Vo the education and develc3pment of ' 

■ persons, and. groups' outside the University ptoper/ in order to. • 
promo* e improved reciprocal understanding and a^ccepcance of 
the roles, of educa-cion, the' University itself^ his own 
discipline^ and his prof ession ^ irjl American' arfS world- society . 
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Prec-xable • . • ' . - . . * 

Tno professional rc;iarponsibilities of Eowliaj Green State Univjrsity Faculty 
MunberG should bo of concorn to studants, tJr-iculty ruGmlpGrs , univarr^KLcy officials 
'^cxd citizens .cf 'c-i'j .stc^.tLi. ^ . • • • ' 

This statament is prasent^sd not as a legal dcOTitiant but rather as a guida 
to responsiblG thought and action relativa to uno's students , cclluiauups , 
university, discipiip/i;- and self. ^ 

I-'. To students 

Grading • . * • / . v 

The instructor should; 



s 



ERJC 



. .1. formulate^ in-course grading criteria and present those to each 
' class at the beginning of the course. . ' ' ' , 

2. evaluate student work and return vnritten work promptly (ordinarily 
v;ithin tv;o weeks) . * • - ; 

3. provide opportunities for.reviev; of gi?ados and offer guidance toward 
improvement in course work. ^ ... 

B. Office hours 
The instructor should: 

1. Specify, conu-nunicato and ppst office hours at the beginning of each 
term. * . • . * . . . 

2. observe office hours as scheduled. 
• 3i provide time for special appointments. • . ■ 

C. ^ Classes ' ' . * 
The instructor should: , . , . . 
1. be prepared for each c^ass session* (including arrangements for ' 

> teaching' aids, .guests, etc., ) • 
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^ 2. meet classes procnptly and dismiss classes no later than scheduled 

time. - ^ " • 

3. notify a class if the time or place of meeting^ is to be changed, 
• . 4. establish proccduro, ^/hcn appropriate, for notifying cvomniuting 

Students of class chaages. 
5. provide v-i:lid mer^ns for course evaluation by. students. ' ^ ' 
6- strive to improve teaching effectiveness, by utilising the con-- 
structxve criticisn oi: students and counseled colleagues. 

D. , Tests mid examinations ' . 

The instructor should: - ■ . * 

■ 1- ^ announce irJ advance the date of and the content area to be covcr-jd 
on a test or exrariination. / ' - 

2. convey to students what emphasis v/ill be placed upon. Jfacts or 
data an^ what upon synthesis, oxprei'sioh or thought. . 

3. a'ssure an atmosphere conducive fco^ the* highest stanrilards of 
honesty during a 'test. v 

E. Counseling and advising • 
The instructor should: . 

1. -advise and counsel students within the ascribed area of orofessional 

ccmpetency. [ 
^ 2. reccgni:z:a that both, the student's ciyll and, human rights hzye need 
to be respected, 
ll. To colleagues ' 

,h. Records . " . 

The instructor should: " - ^ 

• 1. maintain complete records of student performance in course. 

2. keep records of course content and assignments - 

B. .. The instructor should • endeavor' to maintain and develop av/arenes^ and., 

understanding of areas Hoping ing upon her/his own field, 

C. The instructor should sorye on corr:raittee3 conpcrned v/ith curricular 
deyelopment and general governance at any or all university levels. ' 



i 
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The instructor should contributG to the continuancG nnd irnproVcmcnt 
of .Gducakidncil Quality .v/i thin the University through p^irticipation in 
sGlGction cf ncv; faculty and in decisions on promotion/ tenute, und 
other recognitions of merit. • • • * ^ 

The instructor should promote by precept and exaLmple an .-atmosphere 
within the University of respect for knowlcdcjG, thought and inquiry 
even when — .indeGd, especially when - such may be at variance vfith 
personal ideas. ^ 
The instructor should: 

•1* respect coll ea^cs and students -without resor^/ation or f^wWr 

because of race^ national origin, relicrion^ sex, decrrce or rank, 
di^sciplmc or' political sentiments^; 

2. aVcOid abusing her/his position as an instructor to prcr-^.ch porsonal 
moral, political^ social or religious valvios or to intrude n-i.toriaL 



3. 



irrelevant to the subject; 



lontributo positively to^ reasonable ordorlinoiss •./ithin tlic . 
University corr.munity. ^ 
The instructor should request ci loa|v/G of ^hisr^ico and/or rosdrrn 
her/his p^Dsition fror.\ the .University if direct attention to c^bligations 
cijutside -th9 University precludes or is in conflict v/itb. the f ulf ilV.aent 
of academic obligations^. 



LIT. To one's dloclpline 

A. The instructor should continue profoosicnal growth ^-/ithin the professed 
field and .r'jlated areas. > . " ' 

•Of 

'^ho instiTictor should share matured cDncents with othor through 
' tca.chiV.g an:1 through creative endeavrrj/ research and atteii.'ance at* 
and oarticiwacion in orofessiona'l associations and meetings.. 
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IV. To salf . . •. . , . » .• • 

' A. ThG instnlctor should seek to itnnr-3va .prqfGssicnal and r-'orsonal • 

values' as a tGiichsr and c\s a citizen. , . *• • 

3. ^ The instructor should seek to imorova the taaching-wonking 

<i . . . * 

environment within the University structure bv: 
1. promoting an atmosphere of int.ellfBCtua.l ■ and social grov;th. 
2 1 V seeking iust and ecaii table cc:noe*ns?.tion - incl^iding. t.he concept 
- of rjsloased tine for professional growth.- . 
C-> The instructor should contribute to the education- and development of 
" * - p-4}rsons 'fand. croup^ outsidui the University proper in order to pronote 
invproved rqcinrccal understanding and acceptance of the roles of 
education, the University itself,- one's personal discipline and the 
profession in laiiorican and v/orld saciety. . ' , \ 



I 
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, ■ ■ — — — ' , . ^ I r 

< A. Conflict Situations , 

1. Favoring_ of otitside interests . Whe;i a university staff member 
(administxator faculty meinber, professional staff member, or employee) 
engaging in externally-sponsoted work has a significant financial interest 
1^. or a consulting arrangement with, a private business concern it is • 
important to avoid actual or apparent conflicts of interest between his 
externally-sponsored university research obligations and his outside 
interests or obligations. Such conflicts of interest may arise by 

a. Orientation of the staff member's university research to Lwe 
the needs of the private firm without disclosure of Huch undertakinp to 

tU.G university and to the .spon«orinp. ar.cucy; , ' ■ . C 

b. P<irchnsa oC major cquipim/at, ins crmiuMitss ma ter I n 1.M . of ouUor n 
^ Items tor- university research from the private firm in which the staff 

member has' an interest without'disclosure of -such interest; 

c. Transmission to the private firm, or other use for personal gain 

or externally-sponsored work products., resul ts ,■ material , records, or information 
;hat are not mqde generally available. (T.iis would not preclude appropriate 
licensing arrangements for inventions or consulting on the basis of exterflallv- 
sponsored research results where_ there is significant' work by the staff 
member independent of his externally-sponsored research,); . 

d. Use for personal gain, or other unauthorized use of privileged 
• information_ acquired in connection with the staff member's externally- 
sponsored activities. (The term "privi-leged information" includes medical 
requirements or price actions ;^0£sible r.av sifeo for C-'e— e"^ o — -"--^ ■ 

?nd knowledge of forthcoming progr/this or of' selection of contracto^ror'"'"" " ' ^ 
subcontractors in advance of official announcements.); 

Negotiotion or influence upon the negotiation of contracts relatino ' 



to the staff member's extornally-^sponsorecl research bet^veen' the university 
I priva tie or-" - • t . , , . _ _ 

relationships ; 



and private organizations with which, he has consulting or other significant 



_ f. Acceptance of gratuities Or special favors from privaee organizations 
with which the university does or may conduct business in connection with an 
externally-sponsored research project, or ejctension of gra'tuities^r special 
favors to employees., of the spoii.sorin;; Government agency, under..^um.s Lancet 
which mLfj"-- reasonably |,r I ,u rrpiTLKl n;: an nttr.npl to InflurWr tho r-cli.lrnLr 
In the conduct of Llieir ducios. 
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• 2. Consulting foV Government agencies qr their contraccors . I^en .t^e ' 
<-stacf member engaged in Govo.rniiicnt--gponsorcd research also serves as a ' 
consultant to a Federal agency ; .his conduc t is subject to .the provisions 
of tae* Conflict of Interest Statutes (18 U:s.C. 202-209 as amended) 'and the 
President s Memorandutrt of May 2, 1963, Preventine Conflicts of Interest on tf^e 

Part of Snecial. Government Employees . When he consults for o7^c-or more — ' 

Government caiUractors , or prtjspective contraccors, in the same technical 
field as his research project, car-e must be taken to avoid giving advice that 
ma>^be of questionable objectivity bec:jxise of its possible bearing on his 
other interest.. In undertaking and performing consulting services'v he should . 
m^ke full disclosure of interests to the university and to xhe contractor 7 
insofar as they may appear to relate to the wofkat the universi ty and ^ 
to. the contractor. Confli{:t of interest problems could arisQ, for example 
in .the par.ti_cipation of a staTf member of ^the university in an evaluation ' * 
for the Government agency or its contractor of some technical aspect of 
'the work of another organizatio'n with which he has a consulting or employment 
relationship or a significant financial interest, or in. an evaluation of 
a CQcnpetitor to such, .o ther' organiza tion. ^ . 



B, University Procedures , ' ' 

Reporting of outside employment or interests. A faculty member is 
permitted' to oa^^a^o in a reii.sonabie amount of coii:;uitntiou or o'lUcl- work or 
to have business interests dutside the University, provided that such 
activities- dp not in terf ere- wi th his University responsibilities. ^ 

a-. EstabHshed pplicy is that, on the average, 'no mote than one day 
per week be contributed to outside interests. Sporadic or short-term 
arrangements shalj.- be reported to the member's departmental chairman. • Contractual 
relationships alsfi shall be endorsed by the'Dean of the,- Ca-ndida te ' s College. ^ 

.. 2. Distribution of effort. There. av- compe'ting demands on the energies of 
a faculty m^ember (for ex^ample, research, teaching commit tee work, outride 
consulting). ^ iKe way in which he divides his effo% among these various 
ftinctionj? do.es not raise ethical ques'tions unless the agency supporting his • ' 
research' is misled in its understanding of the amount of intellectual effort he 
is actually devoting to the research' in question. A system 'of precise time 
accounting is incompatible with ;he, inherent character of the work of a faculty 
member, since- the various 'functions 'he performs are closely interrelated and do 
not -conform, to any meaningful division of a standard work week. On the other 
hand, if ^the research agreement contemplates that a s-taff member will devote a 
certain fraction of his_ effort to the externally-sponsored research, or he 
agrees to assume responsibility .in relation to such^esearch,. a demons trabl.e 
relationship between t'he iijdicated effort or" respdnsibi'lity and the^ actual ' 
extent of his involvement i§ to be Expected. . ' 

;• • b.*^ The .quarter).y Faculty Service Report* so._r^^,e.s to .docuim-nt Llit; Linn: 
devoted^ to any contractunl rc-iponsib i 1. i.l;y . (•.onsO(|Ut'nLl.y , Uu- * i lul I v ( dual 

and the department cUaisinan must determine the .accuracy, of tliese dnta and 
maintain teaching loads and other assignments so_ that the research timi commitment 
O be met. ' ' 
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3. Kupg^tia^ of inventions. Inventions made" by University staff members 
usually involve contributions by, and consequent in ceres ts- o f the inven tor 
the University, and an outside research sponsor. To protect ^ri-hts-of all 
three parties, prompt reporting and action are necessary. Any staff member 
who conceives an invention in the course of research conducted' at the University 
shall report the invention to tlie Assistant Dean of the Graduate School for 
Research. He in -turn will, appoint an Advisory Committee to study the renort-and 
decide whether the University shall submit a patent application.-' ke allocatiS of 
patent rights and division of proceeds, if any. s^aall be consistent with the ^ . 
Patent Policy laid down by the Research Advisory Council, the, Board of 
Trustees, and the tenns of any relevant research grant or contract. ' 

4. P.roduction of films or instructional materials. The development 
and sal? or' rental of audio-visual or other instructional materials produced 
by individuals while* under. University contracts, or developmental grants 
shall be reported and appropriate agre£men ts ^-nade ' to respect the mutual 
interests of all' parties. | ^ 
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It la recognized that pr'dfesslonal' consulting and 'overload~t^^^m:g-WTiIU^.ime 
members of the faculty ar^ established iractlce.a within universities. Consultlng- 
^ activities are non-competitive to a university wheH they do not depikve a univer- 
sity of students who would otherwise be enrolled. Overload teaching traditionally 
involves the use of a faculty member 's services for evening or extension teaching 
-within the s^me university.. We Vecognlze, also, that formal in terunlverslty ' 
arrangements exist through" which faculty kembers'are 'Exchanged or otherx^se em-' 
ployed in ways that; are mutually beneficial for 'the Iris'titutions, Such regional 
consortia are riot problematic in the conflict'of Interest sense! However, educa- " 
tional operations by some accredited universities, proprietaty ins'tlbutions, and 
entrepreneural private organizations provide opportunities for faculty membeBs to 
become employed. in teaching .that is in direct conflict of Interest with their . home 
institution. : ' ' j- 

• u.. '■ ' ' 

The basic question Involved is the following:' is iV le'gal or ethickl for '"a 'teacher 
who 1^ employed full-time by one university or college-^to do competitive freelance 
teaching for other institutions? The integrity' and viability of a university's 
degree programs^are directly dependent upon the-~faculty members .who are paid to 
, develop^ and. Implement them and on the numbers of students involved. Circumstances < 
of conflict of interest/:eaching are destribed below for the guidance of faculty 
.members of State universities of Ohio'.' ■ . ' " ' - 

It is inappropriate in most circumstances for full-time faculty members to become 
employed by neighboring or other external organizations to teach courses. Full-time 
« taculty members who, teach in progj^ms, of f eired by colleges and universities whose 
principal .ilmpuses are outside 'the State but which 'are offering degree programs or 
^ courses inside the State are in potential violation of their primary appointments or 
contracts oi: employment.. Similarly, teaching for nonaccredited organizations tha,t 
otter local or regional courses for credit through .arrangements with" accredited 
institutions is in conflict with the interests of the home institution. Teaching ' 
courses to local or regional students^for external organizations on weekends and 
between quarters is a conflict of 'interest action. 

The use of classroom materials, library, audio-visual equipment and other .resources 
from the home Instiftution' to Support external teaching is an extension of the con- 
flict of * interest activity. Course cohtent and materials developed durl'ng the tenure 
• of aa faculty member .and then used Iri. whole or in part to teach an external course ' ' 
while he/she is concurrently employed at the home institution is a- conflict of ' ^" 
interest sltuationi 

. - . ^ 

Faculty members are cai^tloned to stud'y fully ariy ;bff er , to teach for an external 
^ytltutlon. Before agreeing to do so, it is strongly, recommended that'^^priqr 
gpr^coval be obtained from the Provost or Vice President fpr Academic Affairs of the 
MBiMB tltutlon wherein the faculty member holds. a full-time appointment. 
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Bowling Green State University. 
Bowling Green. Ohio 



The Faculty ^jenatf 



August _26, 1975 



To: The. Board of Trustees 



I want to place officially on the record of the Board of Trustees the 
following statement. While the Faculty Senate at its meeting of June/s 
1975, did endorse the -Statement on Conflict of Interest Teaching , it/did 
qualify the vote by adding that it had a "stro.og reservation" coucerjilng 
Che next to last paragraph of the statement. That paragrap'h reads: 

The use of classroom materials, library , audio-visual 
equipment- and other resources from the home institution 
to support external teaching is /an extension of the 
corfflict of interest activity; Course content and 
materials developed' during the tenure of a faculty 
• member and then used in whole or in p^irt to teach an 
• . exter/ial course while he/she is concurrently employed 
at the home institution is a conflict of interest 
situation. ^ . 

The Faculty Senate is concerned about the question of, as^ one Senator 
phrased it, "who^ owns my creative work?*' This concern stands behind the 
reservation placed by the Senate on that paragraph. 

The^Senate fully intends to continue to explore the whole subject of 
l^tofessional ethics as it applies to many facets of the University of vhrch 
the question of conflict ^of interest is only one. 



, Stuart R, Givens, Chairman 
- , ' - ^ Faculty Senate^ 
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DATE OF ORIGINAL DOCUMENT AND AIvlENDMENT DATES: July 17, 1975 ' ' 

EFFECTIVE DATE OF POLICY/PROCEDURE; Academic year 1975-76 

1. "Employment with any other educational institutions shall mean 
contracted (written or oral) teaching for any school, college, -or 
university on more than one day over a specified period of time. 
Any teaching for college or university credit shall fall into this 
category, regardless of the amount of time or 'nature of contract. 
Before entering into any such contract (written or oral) , the faculty 
member must secure the permission of the' Provost; for the period > 
covered by the 1975-76 contract, such approvaar^will be given routinely 
only upon written statement of the chairperson and dean that the duties 
to be contracted for will not interfere with the faculty member's 
contractual ^obligations to fiowlin^ Green State University. Depending 
on the frequency and distribution of such requests during 1975-76, 
this procedure will be reconsidered next spring and may be chanaed ' 
for 1976-77. " ^ jr y 

2. Occasional and/or irregular consulting, whether for educational 
institutions 'or . not, shall fall into the category of^ctivities 
requi:^lng notification of the chairperson and dean only.'^- Such noti- 
fication should' be in writing, and should'be sufficiently specific 

_ in describing the nature, scheduling, and time demanded to enableJthe 
chaxrperson and dean to , advise the faculty member on possible inter- 
ference with his/her contractual obligations 'to^Bowling Green State 
University. The chairpeifson and dean shall respond to each notifi- 
cation in writing, -and may ask for further information if needed. 



3. 



Engagxng in extramural activities without required permission and/or 
notxfxcation, or- refusal t& provide relevant information to the 
chairperson, dean, or Provost when requested, may be considered as 
non-performance of contractual obligations. Engaging in activities 
which the chairperson • and/or dean have advised may interfere with 
contractual obligations to Bowling Green State University, may be . 
considered as evidence of less than satisfactory performance. 
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The University attorney is retained to provide counsel -on leaal 

Zll^""^ involving the University as an institution, but not to. represent 

members of the staff. Members of the faculty and administrators ^^^^^"^ 

f academic area may be authorized by the Provost to consult 
with the University attorney for the following: ■ 

1) Examination of documents of a legal or quasi-legal nature; e q 
contracts, personnel procedures. -~ ' , 

2) Advice concerning compliance and non-compliance with the law ' - 
m carrying out official University duties. , ' ,. 

3) Advice on possible ' civil liability rising from actions taken in 
carrying ou-t official University duties. 

Faculty members, including department chairpersons., officers of Faculty 

Senate, and others involved in University governance, should seeR 

authorization to consult the University. attorney through the Vice 
Provost for Faculty Affair's. 
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Recommendations approved by the dean are then 

I'rovost, usually in late winter, and reviewed by ^he Council ot 
Deans to determine whether the ^candidates megt tiie following 



criteria 



1 "^""flley have earned the appropriate terminal credential. 
2* They have demonstrated'suEficient profession.! deye opment 
to assure reasonable expectancy of continued capability 
to serve ongoing and changing needs. ^ 
They have performed above average in all three^areas ot 
faculty .activity (teaching, research/creativity, and ^ , 
service), and have made significant contributions in two 
of t re a;eas or outstanding and superlative' contributions 



m one. 



Departments will be afforded an .opportunity to provide additional infor- 
mation to support recommendations that do not initially meet these criteria, 
and such recoLendations will again be reviewed b^ the Council of Deans. 

A \ 

The Provost shall then approve or disapprove each recommendation, a^d • 
■shaU recoZnd to the President and Board of Trustees that those probationary 
faculty Sers approved for tenure be granted final year probationary con- 
^rac ffor the next academic year and tenure contracts m subsequent years, 
Uose not approv-ed for tenure shall be so informed in writing, and shall 
receive terminal contracts for the following academic year. 
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Evaluation of Probatio nary Faculty . "The periodic departmental 
Sin^ ons called for by the Char ter must be carried oqt with 
scripu ous fairness to both th^T^ty member and the University, • 
AtteS on should be given to ku teaching, research creative and 
s ^fce activities, and appraisal made not -J>' ^f^^^^^^f,^^^^ °' 
the faculty member's performance of -assigned duties but of the 
ex e of pr^fessioHa? development towards the appropriate breadth 
and depth of competence to justify award of tenure. The results of 
the ova uation should be transmitted- in writing by the department 
Chairperson to the -faculty member, with a copy to the dean. 

S inje? i^r^iLrr. 

Snivels Uy practice?, consistent with what is stated in the above 
documents. ' 

A PnT-w in the next-to-last, year of the faculty member ' s "pro- 

- L y p ri^d a thorough- evaluation is made by the department 
. . chairperson or by the appropriate departmenta co.mi tee ^ . 

which then reports to the entire tenured faculty of the depart 
\ vient consideration should be given to ^^luations fro. pre- 
\ vious years as well as the current one. A 

\ award tenure requires a two-thirds vote of the tenured faculty . 
of the department. ■ . . - 

B. RecomiBendations to award tenure are forwarded to the Dean 

usually by early winter, accompanied by such documentation as 
is Required in the college or school. Each college o^^^^^" 
nendent school has a faculty review committee to establish the 
cHter a and format for departmental' recommendations-, and to 
^ adtise the dean- on whether or not each recommendation "^f ^s 
?hose criteria. Recommendations to the.Dean of Firelands Xampus 
sh^ be routed through the appropriate main "-P^^ 
. . con^ittee, which shall judge them against ^h/. "f.^.^lS or 
would apply to recommendations to the dean of the college or 
school The dean shall then approve or disapprove the re- 
commendation. . ■ 

'■ ■ /a ^ 
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The following statements articulate and codify those principles and 
^procedures of evaluation which have been developed oyerthe past year in 
frequent consultation with the Council of Deans, the Senate Executive Committee, 
and .others. They are consist ent'with the University Policy oK" Faculty 
Appointment and Tenure, "^the Faculty Charter, and the best practices of the 
past and are intended to inform all faculty members of. the expectations 
which y/ill govern decisions on tenure for the foreseeable future, 

I. Permanent Faculty . The tenured faculty of the University should 
comprise those- faculty members who have been certified by peer 
^ judgment to be both qualified and competent to render highrqtiali ty 

professional service to a. range' of programs sufficiently broad so 
. as to reasonably assure a continued need for their services, 
barring University-wide financial exigency or discontinuation of an 
academic program. Each, unit of the University should have -suffici eat 
permanent faculty to provide the range of knowledge and specialized 
. compe^tencies necessarily called for by the nature of the .discipline 
■ and the undergraductte and graduate- degree programs offered. Pro- 
bationary appointments are made when the tenured facial ty members of 
a unit are fewer than its needed niiinber of permanent faculty. 

II. Temporary Faculty . Every unit, some more than others, contributes 
services to programs whose centers are elsewhere, usually through 
general studies offerings. /\lthough every faculty member is 
expected to participate in "such service activities to some extent, 
the cxistcjice of service activities, in and of themselves, does not 
create a -need for permanent faculty.- Therefore, to the degree tl\at 
a unit engages in service activities, it wjll have a varying num- 
ber of staff on. temporary, 'adjunct, graduate assistant, doctoral I 
fellow, or otlier non-regul.ar contract status. Such temporary staff 
should be highly qualified to render the service they perform, but 
» should not be led to expect appointment to the permanent faculty or 

for more than^ a brief period. . « " ' ' . 
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PROFESSIONAL RESUME 



of 



(Yoiif name rn capital tetters) 



Date: 



Academ i c Degrees and Positions 

I . . Degrees : " ., 

a. A.B., Lehigh University, 1946, HI,story\ 

tx. M,A., Cornell University; 1948, Inrernat io,na I Affairs. 

c Ph.D., Stanford University, I95Z, Pub I ic Admi n i strat ion 



Positions: , 

a. Teach i ng Appoi ntments (from rnost recent) /• . , 

1) Professor of Political Science, Ohio Sf ate Univ.^ 
Columbus, Ohio, 1 9o3-present,,. • ^ / 

^ 2} Associate Professor of Political Scjence, Drake Uniy-> 
Des Moi'nes, Iowa, 1 959- 1 963, ^ . 

*3) VisitLng Associate Professor of Pot itjca l^.Scjence^ Ohio ' • 
State Univ. ,' Columbus, 6hio> J957-1958. ' ' , . 

. 4) .Assistant Professor of Po-jitical Science, Wichita State 
College, Wichita, Kansas, 1953-I957. . ' ' 

5) Instructor of History, Stanford University> 5tafiford^ 
Cal i fornia, . 1 95c r 1 952. : \ 

b. Research Appointments (from most recent) ^ 

^ I) Fulbright FeTlow, Ki ngs Col lege, London, England,- igoT-^igea, 

2) Research Associafe, Rockefel tow Institute, Princeton, 
New Jersey, 1958-1959. 

3) Summerrtime Res^earch' FeJ |pw at the Ha I | institute of Inter- 
.national Studies, Stanford, Conn., 1954, 1955, 1956. 

4) . Post-doctoral Fellow in Political Science, Ohio State . 

Univ., 1-952-1953. " , y \ 

c. ^Admi ni strati ve Appointments (from most recenr) • . * 

1) Chairman, Department of Political Science, Ohio State Univ,, 
1970-present. ' 

2) - Assistant Dean, College of^Arts and Sciences, Drake Univ.,. 

Des Moines, Iowa, 1 961 -[-963.' • . 
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a. Non-academi.c Positions . 

(List here salaried positions of consequence* [ n" bu^'hess f ndustrv'' ' 
•or governftient. Do not | i st minor do! i tl-a I nf Frl^I ' industry 
• to head fund-drives/ or church off i?Is/ Sc.? °" appointments 

• C. Research Cpnsu ItantshiDs , • ^ * . > * r • 

... nature of consu i>tantsh i p . ) consul, anr. G.ve dares and 

0. Research interests . . . .. . . 

"Problems" or "Reading's" courses ) 
'• SlrJearsK^'^' H-tory (2 years Eng 1 i sh 

;„ 2. Undergraduate-Graduate Courses. The American Revolution (2 y^ars) ' 
International Affairs (6 years) • ' " h cn i y^ars ) , , 

■ ti^^h -'^'H^':^- ^^'"""^ ^^'^ °^ programs' conducted- to 

university setting.) - age or 

the thesis or examining committee J ^ . , ^na i rman of 

... Oearee Year ■ ; Jhes i s/oi sserta t i on Tlfi^ 1 Unrversfty ' 

" "^^^nf^p^-.:- thyunding • 

^ grams, etc. that ha!e bee^^ ^deS' IrnoVnT' T'''''"'''' ' 
» applications. List projects in order fJf ll f k" ' °' unsuccessful 
•federal agencies, naLnal pri!atr?^undat?ons stat^ 

private foundations local ^n^n^iL ^ ^ ^^^^ agencies, regional 

Research CommmL ^il?? 't f : ^^^Jv ''aM'" '^'^ ' 

• ^^^^P-nt^.r travel grants^Lu"rbT;:^i^^ 
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G. - Publ ) cat ions \ ■ ^ ' 

POOKS (from most recent) .. * . 

Give complete bibliographic information on each pub 1 i shed book. Be 
•sure to include the title, the publisher, year of publication of each 
edition or revision, total pages, coauthors. You should claim the 
book if you were the sole' or a principal author, or if you were the 
editor and an-.author. However, do not list the book as yours I f .you 
contributed only a chapter; list sucti writing as an articje. Do not 
list here books that are i n press , or under contract to be written. 

* ■ ' \ ARTICLES (from most recent) . * 

Include complete bibliographic data.' Do pot list here articles^ i n 
press or accepted by a publisher, pr^jgress reports or final reports 
on research projects, or 'other reports not appearing jn the generally 
' available professional literature. The criteria to apply here are 
whether or not the article is published in a professional journal thrit 
employs anonymous evaluators or referees. Give con::plete title, ' 
Abbreviafed Journal I dent i f i cation,\ Vo I ume Mo.: , First and Last prices. 
Year. (Coauthorsi) ' 

% ' BOOK REVIEWS (from most recent) 
List here the book reviews you have presented in standard prof es!:i "i-na I 
.pub I i cations . . ' 

H. Persons working in I'he performing or crea fi ve t arrs should list in ■ 
separate category PcTRFORMIfIG OR CRcATIv:. ARTS such fhings as 
.L One per^son art sho-.-zs, or invited sho/Mngs of f.everal crodtion*, 
(other th.nn local or private showincs). 

2. Plays wri tten ajid/or d i reefed , 

3. t'la jor performances as an actor on stage or theatre. 

4. Special 'commissions to do creative work. ^ 

5. Mojgr musical compositions. 

6. Performances of special noteworthj ness ." 

I. Research Reports . List hers articles or books that are in press 
if you have received a letter from the editor of the journal or 
publishing house saying that the ^manuscr i pt hab been accepted 
and wi I I be published. Include here, also, research reports , 
prepared for governmental or private agencies or published in 
"house organs" of limited distribution- Give complefe biblio- 
graphic data. It is not appropriate to list here merely work 
"hat is in progress or in the formative stages. 
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J. Papers Read ,to Professional Societies . 

K. Professional Societies . • ' j . . 

- — — - , . - • : 3 • 

L . Honors and Awards . • ., 

M. Personal Data . (OptJonal) , , ' 

° Born: - ' . . ' ' • 

Primary and Secondary Schooling: • 

Marital status, spouse, ch i I dren ' . . 

N References. <List .the names and addresses of persons (3 to 5) ' 
• * who are a ble to evaluate ygu as a teacher, scholar or administrator 
i n your^ pro f ess iona 1 field.) _ - 



- (J / 
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Procedure- for Arbitration of Faculty Grievances by the Faculty Personnel 
and Conciliaticn CooHiittee (FPC) . 

r.v Types of Grievances to be Considered 

A. Nature of grievance: 

1. Termination of probationary contract or denial of tenure 

Q 2. Prolonged denial of prgraotion » ^ 

3. Inequitable treatment ijcgarding salary, departmental 
^ ' \ responsibilities, or other prof e'ssional assignments 

B. Grounds forr petition may be any or all of the following: 

1^. Faj^lure to observe due process in decisions at the 
^ * depart-mental, ijchool, college, or higher administrative 

l^vel (including failure to meet Charter provisions* for 
- V " . evaluation dt probationary faculty) , 

2. DGnial of ad^^cnrlc fre^^dom . ' ' 

3. inadequate or inequitable. consideration of professional : 
competence ■ . • 

NOTE:- Initial complaints regarding aniawfal discrimination- because 
of race, creed, color, national origin, sex, ac>e, or handicap 
should be referred to the Equal Opportunity Review Board . ( 
If it finds '^probable cause'* in a case invol\(ing a faculty 
member, the case will be referred to FPC. 

'11^ Content of A ppeal Petition t 

— . 

A. Specific statement of the nature of the grievance and the 

grounds far the grievance, including q^ll available supporting 
evidence deemed relevant by the appellant. (The FPC may reqJire 
that the charges he, revised to sharpen specificity). 

^ B. Identification of respondent. (The. FPC reserves the right to 

determine^ the appropriate respondent on the basis of the charges 
and evidence) 14^7 
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If the . grievance results frbni an unreversed departmental 
dccisipn or recomraendation, the respondent shall be the 
department chairperson^ or his/'her representative^. 
If the grievance results from a reversal or alteration of 
a departmental decision o^r recommendation by the school or 
college, the respondent shali be the director or dean or 
his/her representative i' 
3. If the grievance results from a r^eversal or alteration of 

a departmental,, school jDr college decision by the University, 
the respondent shall be the provost or his/her repre'sentative. 

Evidence tliat all established review and appeal procedures withirl 
tlic-dcpartracnt, school, collece, and/or University administration 
have been exhausted or that they have not been concluded within a 
reasonable time. 



Ill, Procedures for Patitioa and Conciliation 



Appellant is to send the petition, in writing, to the Chairpersgn of 
'FPC within thirty days after being informed, in writing, of the 
decision of the final review or appeal committee pr board (see II, 
above) . 



The Chairperson of . FPC, within one week of receiving the petition, 
will: 

1. Appoint. a siib-committee of two FPC members, one of whom will 
be chairperson, to attqmpt conciliation. » 

2. Inform appellant and respondent of the appointment of the sub- 
committee and forward a copy of the petition to the, ♦respondent 

3. Request appellant's department chairperson to send to the sub- 
committee copies of standard department criteria and procedures 
for faculty evaluation and a report of how such criteria and 
procedur'^s-were applied in the case in question. If reviews 
end/or appeals were conducted by the school; college, and/or 
department, the Chairperson of FPC will mrAe a similar request 
of the dijccctor, dean'i and/or provoct. . 

Within thirty days of its appointment, the chairperson of the sub- ^ 
cooomittce will ;:eport to the Chairperson of FPC that conciliation, 
has been achieved "or that the appellant has requested a. formal 
hearing, " - ' 



ERIC 



NOTE: The time elements stated in A, B, and C above are approximate 

and may vary somewhat according to the , particular needs/demands 
of. individual" cases. The central intention is that^ appeal 
petitions sliall be processed as promptly, efficiently, and 
systematically as circumstances permit. 
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IV. Procedures for a Formal Hearing 



\ 



. A. Within one week after being informed by^ the subcommittee that a 
formal hearing has been' requested, the Chairperson of fI'C 'will : 

1. Appoint a hearing board of five persons, one of whop shall 
serve as chairperson. Those eligible for appointment shall 
. ' includejthe members of FPC '(excluding' the two who have served 

as the subcommittee) and those persons newly elected to FPC 
• ^ . who have not yet begun their terms of office'; an appointee 

. " • shall remain a member of the hearing board for the dtiiration- 

of its existence. ' ' ' . * *. 

2- Inform appellant, respondent, the' provost ,^ and the Chairperson 
of Faculty Serrate of ' the composition x)f the hearing board. 

B. Within ofte week after being Informed by the Chairperson of FPC 
0^ the composition of the hearing board, appellantpr respondent 
may challenge any members of the hearing board for good cause. 
^ ^ The. Chairperson of FPC will- decide' each challenge on its merits 
^ . ^ and mayi^eplace any member of the hearing board,. 

^ C.* Normally, hearings will.be held at a date within four to six 

weeks after the appointment oE the hearing board., Tlie date 
i '^^ill ^2 set by the Chairperson of FPC, after consultation with - 

appellant, respondent, and members of the hearing board/ He/she 
'* ^ will notify the appellant, respondent, hearing board members, 

provost, and Chairperson of Faculty Senate of. the, date of the " 
.hcerir?G. ' . . • ^ ' . 

'>\ ' . ' . * 

D. Should the appellant be offered nnd sign an. annual contract 

^ during ^the time that the^petiticn is under consideration, such 

signature shall not be considered as eviden(^e that\lfhe appellant 
is satisfied and that the grievance has been redressed; nor / 
shall such contract preclude an adjus-tmenf^f tferms of employ- 
ment as a result of these proc^edures. ^ - ^ , 

E, General procedures: I • ' 

1. • The hearing board eKFectcJthat all known written evidence 

pertinent to the case will be presented by the .appellant 
\ and respondent in the flr^t round of contacts with FPCi 

It reserves the ri^ht to limit the submissidn of new written 
V evidence at any time thereafter." ^ ♦ 

2. The Chairperson of FPC shall make certain that* both appel'lant ' 
(ty respondent have seen all the OTitten evidence submitted 

to the hearing bo3rd before a case comes to a* hearing. 

3. Both appellant and respondent ciay .requeat ythe aid of TFC 
in securing documents or the attendance of persons jvho * 

•* possess information relative to the case, 
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Tlio appelant anrf J ■ ° academic advisar. 

• o„rc,,:"3l„r o""':"^'^,'' T T^'^'^al counsel of, 

but such .co„n=el sh^l. „^f" "'^"Iss hlo/heti 

, B""clp=,. i;lKn,\^,-],„^°f"«»^l.e case or o^^^^^^^^ " . 

., fu„e=,,a„Ll objective of ■^'rr"''^^^''"'" • ^l^^ 

■ .hearing board is tSt 5"^°"''""= followed by the 

Is not'the IntenilSfof t^e but It' 

follow those uscTln a coutt^oo'^ procedures 

i^-'rtL-c^^d-itd o'f" i'l'- r 

hearing board reserves- thrVlfht L " ''^"P' 

held ,in closed session If such i. d ''^ ' ^ ^"^"-^"^ ' 

orderly canduct c^f^the ^earW "ecaasary^for . th^ 

appellant and 'resDondpn ^ Zu^m u ^ . 

in their behalves an^L p.e^ent wi^ni: '^^'^ to" testify 
cases. The names of witnesses l^J s ^ !' relevant to their 
the. Chairperson of FPC five d's in ^^^^^ ,^^^^"8 to : 
The hearing board mav rhZ. J ^^^^^ce of the hearing. ' 
the. hearing, bitten ° t""-"'' ^-^^^ ^1°"^. at 

be present It% heari^'^!"'^"'^ witnesses- who cannot ' 

s..u ha;, t.! . 

hn.-JfiftS bccrcf. ■ -^^P^.'^°''"° who..make statements before the 



ndinga and disposition; 

^e^ii^^^^^^^^^^^^ 3haH 
board shall be by. majority vote*- tt' the- hearing 

in case of a tie. li^e h'irin' S J J chairperson voting only 
findings and .^ite an opinion or ' "-^^e e:cplicft 
■ erievance charged in appeuLt's I^T" ''^''''^^^^P^^^ of each 
cited tliercinj I/herPver t^f h ^ on the grounds • 
aPfallant it d^a l^^- e ^n^ ^^"^^ ^^"e 

provost ^as to whatactLr'sZL k ' "T'-^"^^"^^'^?" t° "the 
gelevance.: . . " "on should be taken to redress the 
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«lch coplss to the appellant 1 '""'"S " P"vost, 
, ^-n --^-"S ofj.^ e r i ^^^^^ .^^^^^ 

copies to the appellant thr ^°'f °" '^^^^^^ "i^^h 

of .he hearing. bo'^rd wiJhin cnTwfo, " chairperson 
opinions, and reconiaendat'Lna ^ "f"'"'^'^ ^^^^ings. 
If the provost la a oarf-v ^ hearing board. 

receive the docuLnts and' perfo' 'tH^'/'^ '^^^'^^^^ ^^^^l 
IV. P, 2 and 3 ahove in^pla^^^^oTthe^rt^^iJ?"^ 
G. B-y written agreement of ^ppellan" and . . 

. . ■ ^^^n^^^^ orth:tji:~ ^Jit^ri^L^r 

..V. Procedures for petition. aUeglng denla/of e..al opportunity: 

^^^^^^^^^^^^^ - Ohio law .r university 

-.y Hevle. Board for .^l.sS^^^^ L^tt^r^^etL^-- / 

B. The finding of a court of law « ' ' ^ 

. Opportunity Review Board that ^F:de'rI^o";?X'^'"'^^' °' ^^^^ ' 

Policy on equal opportunity has been v? i ? ^'"^ °^ "diversity 
■ sufficient evidence of inadequate or 1^°^%'"^ ^^all be considered 
professional competence. The petitioJ -""-^deration of 
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1- When an application is made by a former faculty 

raeraber for unemployment insurance and the Director 
of Personnel Services is notified by the Bureau 
of Employment Services, he/st;e v;ill inform the 
Office or the Provost via the' Coordinator of Acadeinic 
Budgets, who will check, the record. The Director of 
Personnel Services will also seek information fro^ 
the former faculty member's department concernrr^ 

f ^^^^^^t employment status. If -the Coordinator 
of Academic Budgets 'discovers that the facultv member 
xn; question has always been on a terra or temporary ap- 
pointment, he/she will inform the Director of Personnel 
Services that the termination of employment is due 
to the lack of availability (Sf further work. Under 
tnese circum.stances, we will not contest the decision 
to orfer unemployment compansat;ion. 

2. Where the personnel records of the Provost's Office 

do^not clearlir3jjdie.at_e the reason for termination o^^ ' ' 

a x.acul-ty-member formally on probation, the Coordinator 
of Academic Budgets will inquire of the Dean's Office 
to discover whether tbiere is a letter of resignation. 
Ir such a letter shows that the termination of emolov- 
ment was _ voluntary on the part of the facultv member, 
he/she will so inform the Director of Personnel Services 
who will use the docurtvent in question to app;-al the 
decision to pay unemployment compensation. 
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Where the appointment was probationary, intended to 
be permanent, and there is no record of resignation, 
the Coordinator of Academic Budgets will bring th- 
situation -to the attention of the Vice Provost for 
Faculty Affairs. He/she will examin?. the record, 
Mon^'i^ with the Dean as necessary, and make a determina- 
tion as to the circumstances of termination. If h-/sho 
^mdsrhactne termination is related to attrition, 
.aculuy reduction, or other undoubted cause in which 
Che faculty member has no re.spop.:-; Ibility co- tb^-- 

-21 Services aad no objectxo:^ will be rois;od to re- 
payment of unemplo-.^nenh co.tvo--n--;--' t ^ o-\ 
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If termination for cause of either a probationary o^- 

a tenured .faculty member is involved, and the documenting 

of cause for dismissal is satisfactory, the Vice Provost ' 

for Faculty Affairs will consult with the University 

legal counsel and the Director of Personnel Servi6es 

to reach a decision whether or not. to object to the 

payment of unemployment compensation. ' • 

In the- case of termination of probation as a result 
or a decision not to grant tenure, bat not involving ' 
voluntary resignation by .the faculty mem.ber, a dete?mina- 
cion Ox. the nature ot the decision will be nad^ bv 
• tJ'J:^ Provost for Faculty Affairs in co-nsultation ' 
ft^^^l'"''''''^^- the opinion of those officers ° 

the faculty member might at another tirae, or with 
equal qualifications in another department, have been 
concinued, no objection will be made to the payment of 
unemployment ^compensation. A report that work suitable 
to the quali-rications of the faculty member was not 
available in, the department at the time in question will 
be made. If, on the other hand, a failure ?o meet 
stated criteria of performance by professional advanc^^ 
"^Tt .u"" °^herwise is involved, .a decision to state 
that the performance of the employee was unsatisfactory 
and to- ob^ecu to the payment of unemployment compensa- 
tion will be communicated to the Director of Personnel 
Services. In this case, as in that of dismissal for 
cause, consultation with the University's legal counsel 
to determine whether the documents kre sufficient to 
who?i^ possible appeals will precede the decision 

whether or not to raise objections to the paymenfof 
compensation. t- j; 

In all cases in which the decision of the Provost's 
Office IS ^ . to accede to the payment of un- 

employment compensation, the Director of Personnel 
Services, in the light of his/her primary responsibility 
^or the management of the Unemployment , Compensation 
Program, may appeal that decision by a brief- written 
statement directly to the Provost and the Vice President 
for Operations. These two officers will confer, review 
the circumscances of the case, hear the reason for ' 
the concern of the Director of P'e^rsonnel Services and 
whaccver other facts of the case they wish froS other ' 

aJ 'o ?;ha'"thiT- '"''n V^""' ^"^^^ ^'^^^ determination : 

as uo wna. the University's posture should be, with 

such advice fror.. legal counsel as • may to them seem 
appropritite and necessary. 



ERIC 



o 153 



